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This manual contains statements of personnel policies. It is
designed to be a working guide for rranage~ent and supe..rvisory
personnel in the day-to-day administraticn of our company personnel program.
Set forth in this manual are standards of conduct which are designed to help you achieve our common goal - the highest caliber:•:Of Se!;{~ce to our subscribers and beneficiaries. It is a
tool designed specifically for your daily use.
These writte.n. policies should increase understanding, eliminate
i:he; need ,for personal decisions on matters of corporate-wide poliGy ,. . and help to assure uniformity throughout the organizat ion.
I t is the .responsibility of each member of management to administer these policies in a consiste.~t and impartial manner.
~cedures and practices in the field of personnel relations are·
st:bject to modification ~~d further development in t he l ight of
~ience... Each meml;>er of management can assist ir. keeping our
personnel ·program up to date by notifying their respective Divisicnal P~s.ormel Coordinator whenever probl ems are encount ered or
~prover:n.:ents can be made in the ad111.i.nistration of our person.~el
policies. - In the meantirne , the :Dnployment Deparunent st ands ready
at any.. i;;m~ to assist in interpretation.
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This manual is being assigned to all positions which entail
management or supervisory responsibilities of significant
magnitude.
Please notice that the manual is assigned to the
position and not the incumbent of the position, and should
remain with the position if the incumbent changes.
We ask your cooperation in keeping the manual up to date when
page changes are sent to you in the future. A great deal of
confusion could arise if changes are not made.
The manual
can be a reliable and effective tool for good management if
carefully maintained.
To avoid confusion, if you should have a copy of any previous
manual in your posession, please return it to Human Resources.
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POLICY:

Approval of all proposed personnel and corporate policies must
be obtained from the Executive Staff before implementation.

PROCEDURE:

Standard Policies and Procedures concerning the relationship between the corporation and its employees will be reduced to writing
and made available to all concerned.
When the need for a new or revised Standard Policy and Procedure
is indicated, it will be referred to the Executive Staff to consider the establishment of one.
[fit is decided by the Executive Staff that such a policy or
revision is desirable, they will outline or suggest the principal
points which should be covered.
The Human Resources Department will prepare a preliminary draft
of the policy and distribute this to the members of the Executive
Staff. ·
The Executive Staff will be responsible for the final draft of
the proposed policy. A copy of the proposed policy in its final
form will be sent to each member of the Executive Staff for his
signature of approval.
Standard Policies and Procedures become e~fective upon approval
by the President.
The Human Resources Department will mail sufficient· copies of the
approved Standard Policy and Procedure to each Executive Staff
member for distribution to those who have a copy of the Policy
and P.r ocedure Manual. Managers and Supervisors will be responsible
for placing the new policy in the manual and destroying the superseded policy.
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It is the policy of Blue Cross of Florida, Inc., Blue Shield of
F'l orida, I:ac. , and the Florida Combined Insurance Agency that appl.icants for employment are recruited, selected and hired on the basis
of individual merit and ability with respect to positions being
filled and potential for promotions or transfer which may be expected to develop. Our continued success depends upon the full and
. effective utilization of qualified/qualifiable persons regardless of
race, color, age, religion, sex, national origin or handicap. We
further commit ourselves to take affirmative action to employ,
advance in employment and otherwise treat qualified disabled veterans
and the veterans of the Vietnam era without discrimination based upon
their disability or veteran status in all employment practices. We
have a continuing obligation to hire and develop the best people we
can find - basing our assessment upon their job-related qualifications - because it is morally right and legally required.
Furthermore, personnel procedures and practices with regard to recruiting, hiring, training, compensation, benefits, promotions, trans
fers, layoffs, recall from layoffs, corporate-sponsored educational,
soc·i al and recreational programs, or termination are to be administered with due regard to job performance, experience and qualifications. AlI treatment on the job shall - be free of discriminatory
practices.
.
As opportunities for transfer, advancement, or promotion occur,
including promotions into and within management, periodic reviews and
analysis of personnel records will be conducted to ensure that all
persons continue to receive equal consideration and that only valid
requirements are imposed for these opportunities.
All members of the management team of this organization are accountable for the implementation and support of this policy. To ensure
that this statement is a reality, the accountability for this program
has been delegated as follows:
,
·
Vice President of Human Resources:
Mr. E. P. O'Brien, Vice President of Human Resources and Corporate
EEO Executive Officer, has overall accountability for enforcement of
this policy at all locations throughout the State of Florida and
Puerto Rico, and delegates authority to staff personnel as follows:

Director of Personnel
Supervise the Equal Employment Opportunity and Affirmative Action
Programs.
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Corporate EEO Coordinator
Coordinate development of our Affirmative Action Program.
Ensure that our policies regarding equal employment opportunity are
communicated to all levels within the organization.
·To ensure dissemination of these policies, the following action· will
be taken:
-

* All newly appointed Supervisors and above will be briefed

within one month following their appointment. Thereafter,
Supervisors and Managers will attend at least one annual
briefing on Equal Employment Opportunity and Affirmative
Action.

* New Employees Orientation will include a briefing on this
policy.

*

A copy of this policy will be posted on all employees'
bulletin boards.

*

All advertisements for employees, placed for or by the company, will state _that we are an Equal Opportunity Employer ..

' * The annual Affirmative Action Programs will be distributed to
each establishment and be made available to any employee,
upon -request.

*

Publishes articles covering Equal Employment Opportunity
programs, promotions of minority and female employees,
accomplishments of disabled veterans and veterans of the
Vietnam era, and handicapped employees in company publications.
-

*

All suitable employment openings, including those not generated by federal contracts and those of all facilities
regardless of location, will be listed with the local office
of the state employment service in accordance with Section
60-250.4(b) and (H) of the Vietnam Readjustment Assistance
Act of 1974.

*

Prepares Executive Summary on a quarterly basis to report
effectiveness of this policy and forewards to .the CorporateExecutive EEO Officer.

*

Update our Affirmative Action Program on at least an annual
basis.
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Divisional EEO Coordinators
Monitor our affirmative action progress through audit and reporting
systems to ensure that hiring, promotion, salary administration and
other personnel practices are fair and fully consistent with our
Equal Employment Opportunity policy.
Identify problem areas and initiate actions to solve them.
Guide and assist all members of the management team of each organ·i zational unit and sub-unit in their responsibility.
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The Plans will continue to develop good sources of labor
through recruitment practices to meet corporate goals and
objectives ..
Applicant sources include but are not restricted to the
following:
Internal Posting
The Corporations will fill vacancies with · present employees
whenever possible, consistent with corporate goals and
objectives. · A 1is ting of new job opportunities is poste_d
on all bulletin boards for employees to read.
Eligible employees who meet the qualifications may make
applicqtion for the position desired. To participate,
an employee must have at least six months service with
the Corpora~ions and . six months on the current job.
Employees are eligible to apply for only one position at
a time. Employees on probation are .not. eligible to participate.
·
~
Applicant Referrals from Emoloyees
Employees are always encouraged to refer applicants to
the Corporations for employment consideration. An incentive Program for employee referral is periodically activated to reward the employee for helping to fill certain
j ob vacancies. Effective periods when incentive rewards .
are offered for specific job vacancies, will be announced.
Local Recruitment
The Corporations desire to maintain friendly business re-

lations with other firms in the corrmunity. No company
official or employee shall solicit .applicants for employment from employees of any local company other than through
proper personnel channels. However, when a qualified or
qualifiable employee of another organization applies for
work -on his own initiative, it is proper to consider this
individual.
Walk~rn ·Applicants
Job applicants, whether or not a vacancy exists, are to be
treated in a professional manner. Interviews are important
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in creating good public relations and an applicant who shows
interest in j oining our organization has a right to expect
a courteous reception.
Application on File
Applications are coded and sent to the Human Resources
Information Center for processing. (Refer to Document Control
Procedures.) The interviewer, upon receipt of the authorized
and approved "Employee Requisition and Position Control (P-148)
Form" may request a ~omputer print-out of qualified or qual_ifiable applicants on file.
Former Employees
Employees who left the Corporations voluntarily and make
application for re-employment will be given consideration.
It j,s our policy not to re-employ those who are involuntarily
terminated. A re-employed person normally waives all rights
accruing from prior service. (Refer to Re-instatement Policy.)
Public Community Agencies
Recruitment efforts will include utilization of the services
rendered by public community agencies. The services provided
at no cost include referral of qualified and qualifiab.l e
applicants for each job order placed. Applicants referred
by the community agencies will receive the same consideration
as other applicants.
College Recruitment
The Employment Department continually works with College
Placement Centers in an effort to meet the organizations
growing professional and managerial needs.
Local, State and National Advertising
The Corporations will seek needed personnel by means of
local, state, and national advertising. All advertisements
for employment will state that ·we are an ~tEqual Opportunity
Employer" (Male/Female).
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Private Employment Agencies
The Corporations will solicit the support of appropriate
private employment agencies in obtaining personnel for
selected vacancies consistent with stated needs.
Inter-Plan Search and Transfer Program
The Employment Department will continue to utilize available
manpower resources within the Blue Cross System. The purpose
of the Inter-Plan Search and Transfer Program is to produce
effective means of advertising position openings in the
System· and advising Plans of the availability of individuals
both within and outside of the Blue Cross System. This is
accomplished by means of distri~ution of information about
current position openings and available candidates. The
infer.nation is wired (Blue Cross Association (BCA) Wire
System) and dispatched to the Plans within 24 hours after .
the BCA receives it.
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Anticipating future needs is the best insurance for providing
an effective and productive work environment. Therefore,
initiation of recruitment efforts shall begin as soon as the
requesting department informs the Employment Department of
their manpower needs by written or oral communication. But,
the placement process, including the employment offer, occurs
only when authorized and approved Requisition Form P-148 (12/74)
has been completed by the requesting department and reached
the Employment Deoartment. This includes all personnel to
be hired in all cl.assifications.
Requisitions for employees must go to the Position Control
Desk in the Human Resources Information Center (HRIC) for
approval.
To shorten the period essential for approval, management
personnel are urged to initiate a replacement requisition
as soon as the termination date is known. This will avoid
situations where the department must work with reduced staff
for a period which is longer than necessary.
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POLICY:

It is recognized by company management that from time to time
additional emp loyees will be required by the various departments in the Plans to assist and augment the regular workforceduring occasi'onal peak workloads. There will also be situations
where, because of \6Cat1 on schedules, 1eaves of absence, and
other absences of short duration, the acquisition of a temporary
employee may oe a necessity •
To alleviate the problem which might result from work not being
accanplished i'n a timely manner the Plans have authorized the
fonnatton of a pool of employees who agree to be available for
short duratton work assignments. Contr.a cti ng for temporary
employees from outsi'de personnel agenci'es. specializing in
servi'ce of tfrts type ts ttierefore not an approved course of
acti'on cy management of any department, etc.
•

AMPLIFICATION:

A. The Personnel Administration Department i s responsible for

maintaini'.ng control of the acqui'sition of temporary employees.
Fonn 2246-1274 (fonnerly P-148) Employee Requisition and
Posttion Control. i's the recognized method of requisitioning
temporary employees from the pool by a Division Director.

B. It i s not anticipated that temporary work assignments will

last longer than sixty (60) calendar days, and the assignment of ·a temporary employee to a specific department 1s
authorized for a period not to nonnally exceed the 60 day
l imit. With the approval of the Division Vice President
a 30 calendar day extension may be granted on high priority
assi"gnments.

.. ;

Work assignments of longer than 90 calendar day period
shall be filled by a regular emplo)ee (see Personnel Policy
B.. 10 - Classifi'cati'on of Employees and it shall be necessary to fi 11 the openi·ng by use of Personne 1 Po 1icy B. 03 Requesting Employees, and the P-148 Fann, now designated
as Fann 2246 - 1274, Employee Requisition and Position
Control.

REQUISITION PROCEDURE:
A. Complete the fonn 2246 - 1274 (P-148) as would be done to
secure a regular employee, with the followi ng exceptions:
1. Check appropriate boxes in section at top of fonn
above the first horizontal line. Print in large block
letters the word "TEMPORARY" above the fonn name at
the top.
l'L · 1 (4/74)
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2.

Complete all appropriate spaces down to the heavy blue
line above the Request for Position Evaluation portion.
A temporary employee will be assigned a regular job
tttle, grade and salary. Tne minimum starting salaries
tn effect for regular employees perfonning the work
w,'11 also oe applied to temporary employees.

3.

In
a.
b.
c.

4.

Requtsition must be signed by the requesting Depar1ment
Manager and approved and stgned by the appropriate
Divi"ston7>Trector.

the ucomment" space indicate:
Numoer of temporaries required.
Date needed •
Numoer of days or weeks - duration of .assignment.

B. • Route completed fonn to the Temporary Pool Administrator in
the Personnel Administration Department (Do Not send to
H.R.I.C.) A 24 hour minimum notice is required to give
Personnel lead time to fill temporary requisitions.
C.

Personnel Admi"nistration will contact an available employee
from the Temporary Pool and give them a report date and time.

TIMEKEEPING AND BUDGETARY CONTROLS:

PL • 1 (4/74)

A.

The employee's immediate supervisor is responsible for
making appropriate notations on the time records, daily.
Completed ti'me records are to be sent to the Payroll Department. Addi"ti'onal infonnation in timekeeping procedures may
Be secured from Payroll or the Personne·1 Admi•nistration
DepartJnent.

B.

The Personnel Admtnistration Department shall prepare, on a
monthly basts, a report to be furnished to Vice Presidents
of all divi"si'ons uti'li"zi"ng temporary employees. The report
ts to identify:
1. the using Cost Center
2. the name of the temporary employee
3. the employee's job title
4. his or her hourly rate
5. the total number of hours paid during the month.

C.

The Budgets Depar1Jnent in the Finance Division shall be
responsible for cross charging all gross earnings of a
temporary emp 1oyee fran Cost Center 049 ( temporary poo 1)·
to the user Cost Center.
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POLICY:

AMPLIFICATION:

Employment activity is handled in a centralized employment
function. Employment practices such as: recruiting, prescreening, hiring, and induction will be controlled exclusively
by the Employment Department. Branch Offices will control
the employment practices for their non-exerµpt vacancies.
Applicants will be screened by the Employment Department
and only qualified or qualifiable applicants will be referred
to the department having vacancies. An applicant, for the
purpose of reporting applicant data, is defined as any
candidate applying for employment in oerson . ..\n application
for employment must be given to applicants upon request
even if there are no vacancies. However, upon review of
applications, the Corporations reserve the right to in t erview
only those candidates who meet the qualifications set forth
for a particular vacancy. Before employment, each applicant
shall be required to .compelta Form P-147, Employment Application.

.

Final selection or rejection of an applicant will be the
~esponsibility of the immediate supervisor in concurrence
with the next level of management.
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Validated skill tests, such as typing and shorthand, and
validated aptitude tests to "aid in the development and
maintenance of an efficient work force and, indeed, aid in
the utilization and conservation of human resources generally"
(OFCC order on Employee Testing and other Selection Procedures,
Sec. 60-30-1 (a).) are utilized by the Plans.

AMPLIFICATION/ PROCEDURE
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SELE~ION TESTING
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~
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Or iginal Issue o-:ite
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Revision't>ate
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l
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SUPERCEDES

8/ 30/76

Tests must be a direct test of ability, and must be validated
in accordance with appropriate Federal Regulations. All
Selection test(s) utilized by the Plans are non-discriminatory.
All testing procedures must ensure protected groups
(i.e.: females and minority group members) are
accorded equal opportunity.
Retesting of applicants who have failed to achieve
passing scores may be conducted after a 30 day
period provided said applicants provide verification
of additional training or can substantiate additional
related experience.
Tests are administered by properly trained personnel.
Test usage must be applicable to the specific job
applied for.
_ To ensure confidentiality, test results, materials and records
will be discussed only with the applicant and employees deemed
as authorized personnel. The following are considered authorized
personnel:
Employment Staff
Department Interviewer
HRIC Personnel
Others designated by the Vice President Human
Resources.

4375
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Placement of new e!Ilployees on the payroll will be done in
an expedient and efficient manner, maintaining control of
the induction process through application of standard
procedures. (Refer to Document Control Procedures for
specific details.) The assigned personnel representative
will assist the new employee in completing all necessary
employment forms as well as explaining employee benefits
briefly.
New employees are to start work on Monday unless another
day has been approved in writing by the Divisional Vice
President. They are to report to the Employment Department
on their first day of work to be escorted to orient~tion.

Pt. · 1 (4/74)
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Former employees will be considered for re-employment provided
the employee left the organization in good standing. It is our
policy not to re-employ those who are discharged for cause without prior approval from the Employment Ma~ager. A re-employed
person waives all rights accruing from prior service.
Conditions of Restored Rights
former employee may be reinstated with no loss of rights
and benefits accrued from prior service provided that:

A

PL· 1 (4n4)

1)

The employee left the organization in good standing.

2)

Reinstatement is made within 90 days of termination
date.

3)

Reinstatement is approved by both the Divisional
Vice President and the 1Vice President of Human
Resources.

-
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service record for each employee is to be maintained
reflecting such details as may be required for:

A

1.
2.

Departmental management or wage and salary purposes.
Meeting any applicable requirements of labor laws
or regulations.
3. · To fulfill any requirements for reporting in
connection ·with the Affirmative Action Program.

Furthermore, the Corporations will keep personnel records
confidential making such data available only to authorized
persons.
AMPLIFICATION:

Only those in a Management or supervisory capacity_ may have
access to the personnel files of their reporting subordinates
and files of employees being considered for open positions
"within their units. Such files are to be re~ri.ewed within
the Human Resource Information Center and not to be removed
from the premises. Members of the senior s•taff may "check out"
a file f_
o r review outside the Human Resources Information Center,
after -signing for the file (s).
Personnel files will be maintained during employees' tenure
with the company and should be retained for at least five (5)
years after termination.

PL· 1 (4/74)

POLICY

TITLE

NUMBER

B.10

-,,

CLASSIFICATION OF EMPLOYEES

PAGE

J. W. Herl:ert

olf'lartaa

POLICY:
AMPLIFICATION:

OF

:.l

OA TE EFFECTIVE .

APPROVED BY
oll'bla

_l
__

8-30-76

Ciriginai Issue Oate

Revision Cata

3~18-76

6-30-76

Revision Ne.

SUPERCEOES

l

3-18-76

Standard ce.finitions o£ employrrent status will be rraintained and
ert;?loyees 'Will be classified in acoordan0: with these ce.finitions •.
Employees are to be classified as: l) ten;:oraJ:y, 2) . pmbati~J,

3) regular full-t:i.m:, 4) part-tirre, or 5) co-op as sp;cified belcw:
l)

Terrcorarv Ermlovec_s

are those engaged for a specific project or
a limited period, with the defi.T'lite understanding that t . ~
e!Ii'loy!rent is to teJ:mi.nats upon conplstion of t..~e project or at
the ~Tld of the cesignat._od period. ·

Ten;.:o.razy e£11?loyees

2)

New e.1?ployees who have not a::n;,let-cd t.heir pmbation,a_ry pericci

or those err:ployees whose regular full~ status is revoked
tsrrp:a:arily.

Probationary p:ricd is defined as a trial period of ~ nx:nt.11.s
fer non--exenpt en:;?loyec_s and six m:mths for exe.rr;,t e.Ttploy~_s in
1w1'.ic:h training cr..d guidance is provided by the e.i-q;,loyee ' s
iIIm:diate su;ervisar er reprase.11tativ~. Upon c::::m;,letion of the
probationary p:...-ricd, the em;,layee' s :i.IrIIEdiats su;;ervisor rev-ie..;s
'NOlX. p:rfomar,.ce and c.et:ennines by the evalu...~on if the ~lay,
is to f:e reconmmd...ad for regular full-ti.Ire status. En;,loyec_s
with eval:Jation ratings of marginal shall not be rea:mn:r.ced for
regular full-tim! status. At t.t.ie disc:r9tion of manasem=nt,
erq;,loyees with such evaluations ~.11 be :r:eta.in_Q(J_ on prcbationaxy
status for an additional 30 days or be te:!::mi.r.ated.
An eq;,loyee Is full-tima status -rreJ ce revoked ten;:orarily / as
specified i.i-i Policy Nur:ber B .16, Discipl.inaxy Guidelines.
During this ti.Ire, the employee rray not participate in the Job
Posting Pl:ogram but i:ema.ins eligible for all other ~any

b:nefits.
3}

Peotllar Full-tine ercloyess

These ert;?loyees wflo have o:::lIIpleted their pn:batio.~ period
and who ~
- a full eight (8) hour day or forty (40) hour week.
4}

Part-t:me Em:lloyees

Those en;,loyees who are scheduled to
or twenty (20) hour week.
5)

C.0-op

~

a four (4) hour day

Emclovees

College or high schcol stuc.ents e.rr;;,loyed as a part of a
c:::ope.ra:tive education program having a. part-tima status.

?L • 1
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Notification of change· of en;,loyee's status is repo~.J. on
the eirployee' s profile. Tb0 enployee is to be advised by
his sup:rvisor of the change i..11. benefits ar.d rrerit review
that nay a~any the ne11 status.

Ai."!PLIFIC..?d'ION:

The follcwing illust_-rations indicate t.1-i.e I!E.Ill'ler in which an
e.-rr;,loyee ' s status may be chansed:

a)

P.rcbationa..-rv to Fegular Full ~me
Upon c:::cn:;iletion of the probationart period, three m:mths
for non-exe.rtpt err;,loyees and six rron:ths for exerrpt employees·, the enployee' s ~01::mance and atte.l1tlance is
revie.-ied by the i.mm:diate su;:ervisor and regular fulltim: status reccmrenced for tr..ose with. satisfactory

ratings.
b)

Regular Full-Ti:cre to Probationar;
An er;,loyee's regular full-tinE stab.ls may be revoked
~ y , as 5?:cified in Policy NUirbe.r ·B .16, .

Discipl.inaJ:y Guicelines. Ee.fore placing an ~lcyee
on pm0ation1 the supervi_sor is to call a conference
with tr..e enployee to discuss weak points ar..d to supply
ccncrets reo:::rmn:mdations for improvere.l'lt. This confezence is t:c be doo.ma.11.ted and fiLcd in the en;,loyee' s
~ file.

'llle

length. of pmbation should not exceed 30 days. Within this ?=riod, if ~ t i s net shown, the ~ e r
~uld be subject to· teil!ci.nation.

c)

Part-tiltl= to Full-ti.nB or Temc:orar-, to Regular Full-Tim:!

If an en;,loyee' s status is changed from part-ti.IIB to fullt:i.nr! o r ~ to regular full-t.ilre, length of· se.rria:
<:DlSideration will l:e given for part-tim: service. '!be
length. of enploym:..l'lt will 1:e multiplied by a fact.Dr
representing the port.ion of the day or wee.1< the etr;)loyee
was sd,eduJ ed to ~ , and credit will be given for t.,e
resulting length of service.
Exaiq;,le:

PL· 1 (4174}

The ~ was scheduled to ~zx 20 rours
weekly. He WOJ:ked nin (9) rrcnths in this
capacity, the.Tl transferred to full-tim:: ..
36 ·wee.1<.s X 20 (scheduled hours) = 18 wee..1<.s
service credit
'JlJe adjusted e.~loyrrent data is 18 wee.1<.s prior
t:c date of regular e.~loyrrent.
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Transfe,_""S from one jcb within .the ~ t i o n s to another
. will be granted at the !A..anager' s discretion. Prcrrotion of employees in higher level positions based 1.lt=On p:rfonnance arui
qna J i fi' catiori..s will l:e e.l'loourased, through the· . job r:osti.ng
system. Ce.TIOtions of enployees to a -1~-er level du: to r:erfoJ:IIEnce, ~ t s n~...s, or at the request of the e.'!ploye:
will ce ;ez:mitt...od.

Definition of Transfer
Non--Exerrpt::

A change in jobs without a change in classification is
considered a transfer.
Exempt:

jobs whlch cces ri.ot result in an inc:rease
or decrease in salal:y grade.

A change· in

Transfer of Probaticnarv Errolove:
Nol:mally a ne11 employee is not ;ez:mitted to trans£er fran
one jcb to another until c:::::in;?letion of the six nonths
regular full--t:ima er;;,loyrrent a?ld six nont.115 in their cur.re.-rit

position.
In soma instances. a ne11 enployee rray l:e transfeJ::rec. as a
IIEi:ter 0£ con:venie.-rice within the departmmt. This rray
result in a c:iange to a higher classified jc.b. This is
likely where a position vacat...=d would l:e mre conveniently
filled £rem within the depart:m:nt for two reasons:
1)

· 2)

Pl.• 1 (4n4)

An ~ werking within tr..e area, even for a short
ti.ma is.familiar wit.i-i I!BilY pmcadures and is, thereioJ:e
partially trained and,

It is in the l:est interest o£ the Corporations.
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Late.."al Transfers
It: will ce a matter o£ ~ t e i:olicy to allow lateral transfers
on all levels if the follcwing criteria are mat:
l)

A job opening exists in another or the sane departna.11t
having the sama classi ~; cation as that of t.1-ie applicant.

2)

A suitable repla.c:m:nt for the applicant's present jcb can
1:e found.

3)

It neets with present managem:..11t' s approval.

41

It involves no salal:y increase.

I:e£initi.on o£ Prcrroticn:
N:n~ExeIIpt:

A cnange in jobs whic:l. results in a higher classification·.
ExeIIpt:

A change in jobs. m.ich results in the increase of at least
one salal:y grade. ··

1'bnnaJJy, an enployee with less than six rrcnths se..."""Vice is not
r:ez:mitted to receive a p::i::llICtion. ~ver, a prc:m:,ticn rr;;q be
allcwed in certain cases. The employee IIDJSt have proven th..~
outstanding p::r£cJ:mance that he IIE!rits the p.ronction and the
position vacated I111JSt be m:)l:e conveniently filled f:ran within the
depart:lmnt for bJo masons:
1)

2)

·

An etq?loyee ~ q within the area, even fer a short tim:,
· is farni Ji ar with many procsduro._s, etc. and is, there.foz:e,
partially trained.

It is in the best interest o£ the carr:oraticns.

:Eb1ever, the enployee going into the n,_e:«,1 p:,sitian must ireet the

sama established qnaJ i fi cations that srNOUJ.d l:e
en;:,J.oyee fn:m the outsice.

~

of an

'!he probationar]' review and other revie:NS for this en;,loyee ~..J..l
, 1:e held as- origir,.ally sdleduled.

PL· 1 (4n4)
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I:efinition of Ce.irotion
Non-Exe.TDCt

A change in jcbs which results in a la.--·er classification.
Exe!rict
A change in jcl:s which res'~ts in a decrease of at
least one salary grade.
Pcor vbrk Pe...~.ar..ce

T.hose errployees wri.o were placed :L."l a jcb classification whe-~
they are uri..able to p:rfmE satisfactorily and who othe_'l"'Wise
gcod service records may 1:e offered a 6=rrotion.

nave

Erq;:,loyees. who are ·unable to perform jcb duties satis£act.orily
and who co not have a geed se_~ce record ~uld 1:e termi..l'lat-od.

Prior to_a ce..-rrot.ion dt.::a to :s:cor ~rk p:rfomaice the e.-rr;,loyee
will be notified of this c.ecision. The E=Iq?lcyee may accept
the daTIOtion or resign.
If a change o£ job conte..l'lt results in a decrease in job
classi fi cation, the involv-ed e.rrployee will 1:e notified.

Should an en:ployee object to a denoticn. d-ue to a change in
joc content, he should be counseled.

Pl.· 1. (4n4)
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Members of the same immediate family will not be employed
in the same depariJner1t. This policy is not intended to
discourage or prohibit the employnient of relatives or members of the same immediate family in the Corp:,rations;
however, it is not deemed advisable that they be employed
in the same departmP.Jl.t.
Definitions
The term ''immediate family" is defined to encompass the
following:
Husband

Wife
Son
Daughter
Brother
Sister
Fath~
Step-fat.~er
Guardian

Mother
Step-mother
Grandmother
GraT"ldfatrier
Mother-In-Law
Father-In-Law
Sister-In-Law
Brother-In-~w
Grandchild

The term "departnent" is defined to be any sub-unit of t11e
organization that is headed up by an employee with the title
"Manager" or "Assistant Manager", "Specic.l Assistantrr, or
the equivalent.
Exceptions:

PL· 1 (4n4)

1.

The provisions of this policy will affect person.11el employed and relationships developed on or after P.2.y 1, 1974 .
Should any of t hese relationships develop, one of the
employees affected must tra11sfer or resign within areasonable period of time.

2.

Employees who are transferred at t he Corporations' request because of reorganization or re-assig:r_ment into
a deparbnent where another member of the employee's .immediate family already wurks, would not be required to
resign or transfer. In this case, the Corporations would
take the initiative to find a job that is at t he same
level, with t he same pay, and that is acceptable to the
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employee, in another department. If such a :position
cannot be located within three (3) rronths, approval
for deviation from this policy will be requested.
..A.dminist-.cation
It will be the responsibility of the Division Heads to
administer this policy .
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AMPLIFICATION:

Additional Human Resource needs during the . peek
vacation period of June through August will be
satisfied to the exten·t possible by· employing cur-rent
employees' dependents.
Student summer employment
will be based on existing business conditions.
Selection Criteria
Each year, begining April 1st~ applications will be
considered, on a first come, .first serve basis as
a criterion for selection in· each of the categories
outlined below.
I.

Priority in selection:
l)

First consideration will be given to college
scudent dependents of regular full-time
employees, with the highest priority given
to those students who have previously worked
with the Corporations.

Z)

Second priority will be given to high school
senior student dependents of regular fulltime employees, with the highest priority
given to those students who have pr-reviously
worked wirh the Corporations.

3)

Non-dependent student relatives at the hi h
school senior or college level, brothers,
sisters, cousins, etc.), will be third on
the priority list and within this group, those
who have previously worked with the Corporation wifl be given highest priority.

4)

College students not related to cur-rent employees will be fourth on the priority list
and within this group, those who have previously worked with the Corporation will be
given highest priority.

5)

Fifth priority will go to high~ school senior
students who are not related to current
employees.

6)

Walk-in and other referral applicants will be
considered if jobs are available after the
above groups have been placed.
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A student dependent will be defined as anyone who
is currently enrolled or scheduled for enrollment
in an educational institution and who can be legally claimed as a dependent for tax purposes.
Employee Status
The status of a summer student employee is considered to be temporary and - all rules and regulations governing temporary. employees in addition
to those defined in this· policy, shall apply to
summer student employees.
(Reference:· Request
for Temporary Employees, policy number B.04).
Compensation
Summer student employees will be employed at the
minimum salary for the level position assigned.
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The Corporations will ·promote from within whenever
possible and ensure that all employees have an
equal opportunity to be considered for vacant positions.
A system of posting jobs has been established in order to afford the employee the opportuntiy
to apply for open positions.

PROCEDURE:

Posting of Exempt level positions:
1.

Initiating the J a b Posting- When a decision is made to
add an employee or replace an existing employee in
an exempt level position the approving authority will
submit an employee requisition (P-148), with an updated Job Description, to the Human Resource Information Center.
Positions at the exempt level must be
posted with the exception of: 1) Officer of Director's
position unless approved by the President; 2) exempt
vacancies, that in the best interest of the Corpor- ations, art better filled from _outside.
These positions, which are requested not to be posted by the
division head, are to be accompanied by a narrative
explaining the reason for waiver of posting, under
Request for Position Evaluation "comments" section of
the Employee Requisition Form (P-148), and must be
approved by the Human Resources Vice President.
It is
contemplated that this exception would be supported
by a well reasoned statement.
For the same job in the same cost center, it will not
be necessary to repost if the position becomes vacant
within thirty (30) days of a former posting.

2.

,:

PL-1

(4/74) 2291-0474

Posting the Job - The Employment Department upon
receipt of the P-148 and attached job description will
prepare the posting notice.
The notices for the job
posting will be placed on all bulletin boards. This
information will be posted for a period of three (3)
working days.
Applicants must submit an internal
application (P-146) on or before the expiration date
shown on the posting.
The Employment Depart ment will
is sue a re c e i p t t o each a pp 1 i cant s u b mi-t -t r ng- an In t e r nal Application.
Employees can apply for only one
position at a time; however, if an application has
been submitted but a selection has not been made
within four weeks, the applicant may apply for another posted position without withdrawing from one to
apply for another.
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3. Preliminary Review of Qualifications - The Employment
Department will compare the applicant's qualifications
with the Job specifications and review applicant's
employment record with special attention to appraisals,
attendance, and probationary status.
Normally, employees who have not completed six months employment and
six months in their current position, or any employee
currently on probation, will not be considered for
transfer or promotion.
It is not necessary for the applicant to notify the
respective Manager of interest in the posted position.
This will be done by the Employment Department at the
time the applicant is to be interviewed for the posted
position.
If the applicant does not qualify for an
interview, the applicant's Manager will not receive
any type of notification.
4.

Interview Arrangements - All ap~licant's personnel
f i 1 es w i 11 b e s c re en e d ~the - -Km p 1 o y men t . De p a r t men t
prior to discussing t nequaiiITea and qualifiable
applecants with the Department Manager.
The Manager
of the Dep~rtment with the open position will advise
Employment of the candidates he has selected to interview.
Usually time will not permit the Manager to
interview other than the most qualified or qualifiable
candidates.
An Internal Application (P-146) with
pertinent information from the employee's record for
each candidate to be interviewed will be sent to the
interviewing Manager.
The interviewing Manager is
required to state his reasons for acceptance or rejection on the back of the Internal Application and
return it to Employment.

5. Job Offers- When a decision is reached, the requesting
Manager (or selecting authority) will advise successful candidate and the Employment Department of his
choice.
A decision to accept a candidate should be
made within 24 hours after the last interview.
The
Employment Department will advise successful candidate's Manager regarding the transfer date and other
pertinent matters relative to the change.
Normally,
the effective date of the transfer for promotions
will be on Monday, approximately two weeks after
notification.
Lateral transfers will be the same with
the exception that the losing Department can retain
th~ employee for four weeks when the Manager of the
losing Department deems it necessary.
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Posting Non-Exempt Positions
1.

Initiating the Job Posting- Non-exempt positions
are classified -- " A" through "K" with the entry positions of "A", "B", and "C", generally filled from
the outside.
Jobs from "D" through "K" are filled
whenever possible, by the promotion of persons already in the department.
When a non-exempt opening occurs, the Department Manager will first consider any present employees within the Department
who may qualify for the position.
When the internal
departmental promotions and transfers have been
made, the Department Manager will submit the change
on the Employee's Profile.

2.

Posting the Job - When a position cannot be filled
by intradepartmental promotion, the Manager will
submit an Employee Requisition (P-148) with an updated Job Description · to HRIC for approval and posting.
For the same job in the same cost center, it
will not be necessary to repost if the position becomes vacant within thirty days of a former posting.
The Employment Department will prepare the ?osting
Notice from the Job Description and P-148 information
The Job Postings will be placed on the bulletin
board upon receipt of the P-148 by the Employment
Department.
This notice will be posted for a period
of three working days.
Applicants must submit an
Internal Application (P-146) on or before the expiration date shown on the posting.
The Employment
Department will issue a receipt to each applicant
submitting an Internal Application.
Employees can
apply for only one position at a time; however,
if an application has been submitted but a selection
has not been made within four weeks, the applicant
may apply for another position without withdrawing
from one to apply for another.

3.

Preliminary Review of Qualifications- The Employment Department will compare the applicant's
qualifications with the job specifications and review applicant's employment record with special
attnetion to appraisals, attendance, and probationary status.
Normall, employee who have not completed
six months employment and six months in the current
position or any employee currently on probation
will _not be considered for trans f er or promotion.
It is not necessary for the applicant to notify t h e
Supervisor of his intest in the posted position.
'
This will be done by tae Employment Department at
the time the applicant is to be interviewed for the
posted position.

PL-1

(4/74) 2291-0474

POLICY
TITLE

NUMBER

B.15

(

• V

Blue Cross
Blue Shield
of Florida

JOB POS T I NG

PAGE Ji__ OF ___{!

APPROVED BY

DATE EFFECTIVE

J.W.
Original Issue Date

3/18/76

Herbert

IR;;;;;"o7; l
6

Rev;s;on to·

8/30/76
SUPERCEDES

3/18/76

If the applicant does not qualify for an interview,
the applicant's Supervisor will not receive any
type of notification.

PL-1

(4/74) 2291-0474

4.

Interview Arrangements - All applicant's personnel
file will be screened by the Employment Department
and any necessary test will be administered prior
to discussing the applicants with the Department
Manager.
The Manager of the Department with the
open position will advise Employment of the candidates he has selected to interview.
Usually time
will not permit the Manager to interview other
than ·the most qualified or qualifiable candidates.
An Internal Application (P-146) with pertinent
information from the employee's record for each
candidate to be interviewed will be sent to the
interviewing_ Manager.
The interviewing Manager is
required to state his reasons for acceptance or
rejection on the back of the Internal Application
and return to Employment.

5.

Job offers When a decision is reached, the requesting Manager (or selecting authority) will
advise the successful candidate and the Employment
Department of the choice.
A decision to accept a
candidate should be made within 24 hours after
the last interview.
The Employment Department
will advise the successful candidate's Manager of
the selection and will confer with the Manager
regarding the transfer date and other pertinent
matters relative to the change.
Normally, the
effective date . of the transfer for promotions will
be on Monday, approximately two weeks after notification.
Lateral transfers will be the same with
the exception that the losing Department can retain
the employee for four weeks when the Manager of the
losing Department deems it necessary.
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DISCIPLINARY GUIDELINE
The following is a guideline for disciplinary action. The purpose of these rules
and regulations is not to restrict the right of anyone, but is to define these
rights and to protect the rights ef all. Committing any of the following violations will be sufficient grounds for disciplinary action ranging from reprimand
to immediate discharge, depending upon the seriousness and frequency of the offence in the judgement of management.

l. Theft or misappropriation of funds.

First
Offense
Suspension
pending discharge

2. Falsification of company records or personnel
records.

Suspension
pending discharge

3. Absence £.o r T1?-ree (3)
successive working days
without properly notifying
supervisor or manager

Abandonment of
position - This
is a voluntary
termination

4.

Suspension
pending discharge

Fighting

5. Gambling, threatening,
intimidating, coercing
fellow employees or abusive language toward
fellow employees on the
premises

Written
warning

6. Illegal pqs·s ession or
sale of drugs ., weapot;ts, or
illegal gambling devices
during work hours and on
company premises

Suspension
pending
discharge

7. Failure to notify
supervisor or manager of
overpayment of wages

Suspension
pending
discharge

8. Willful damage to
p·r operty owned, rented,
leased or used by the
Company

Suspension
pending
discharge

Second
Offense

Third
Offense

Disciplinary
Susp ens-ion

Discharge
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Fi rst
Offe nse
Written warning
Absentee percentage 5% or·
greater (See Absenteeism Policy
E. 14)

Second
Offense
Di sci p1i nary
Probation.
Fa i1 ure to mainta i n 1es s than
5% absenteeism
percentage during
the 30 days
following written
warning

Third
Offense

Written warning
Tardiness Record
of five times
during two consecutive calendar
months.

Disciplinary
Probation
Tardiness record
of seven times
during three consecutive calendar
months.

Discharge
Orie tardiness
during probationary
period. (See
Absenteeism
Policy E.14)

11.

Oral Warning

Written Warning

Disciplinary
Suspension

12. Insubordination,
refusal to obey direct
orders from immediate
supervisor, refusal to
perform work assigned
or refusal to sign
Daily Time Log when
tardy.

Written Warning

Disciplinary
Suspension

Discharge

1~.

Reporting for work
or engaging in company
business if mobility or
Ju_dgement are impaired
due to influence of intoxicants or drugs.

Written Warning

Sus pens ion
pending
discharge

14. Unauthorized soliciting, distribution of
literature, or collecting
contributions for any
purpose whatsoever on
company premises

Written Warning

Suspens i on
pending
discharge

9. Excessive absenteeism
(exceeding 5%) without
reasonable cause*

Excessive tardiness (Tardiness record
of five .or more times
during two consecutive
, ca1endar months).
10.

Leaving own department or company premises
during working hours
without properly notifying management
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Offense

15. Disregard of safety
rules or common safety
practices.
Violation of dress

17. Posting or removal
of notices, signs, or
writing in any fonn on
bulletin boards or company property at any ti me
without the specific
authority of management
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Second
Offense

Third
Offense

Written Warning

Disciplinary
Suspension

Discharge

Oral Warning

Written
Warning

Di s ci pl i nary
Suspens1on

Written
Warr.ing

Di s c i p1i nary
Suspension

Discharge_

* Reasonable Cause Shall

Mean Excused Absences
Which Are: Death in
Family, Hos pi ta 1i z_ati on·
and · Recovery, Jury
Duty, Subpoenaed as
Witness, Military Leave
and Vacation.

NOTE:

Disciplinary suspension is a method of corrective discipline whereby an
employee is given time off without pay for misconduct.
Normally a disciplinary suspension should not exceed (3) days.
At the time of suspensio~ the employee's immediate supervisor is to inform the employee to leave the building immediately and not to return
before the date specified in writing by the supervisor. A suspension
provides the necessary time for the Department Manager and the Divisional
Human Resources Coordinator to make proper assessment of the situation and
to determine t he appropriate action.
If at any time there is a question about disciplinary procedure or about
how to . handle a case for which there is no precedent/~'--the department
manager or supervisor should call the Divisional Human Resources Coordinator before any action is taken.
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Voluntary Terminations:
Employment opportunities and working conditions will be maintained at a
level sufficiently attractive to encourage the- continued association of
employee and the Corporations. However, circumstances beyond. the control
of the individual may cause an employee to terminate voluntarily.
The employee is expec_ted to give the Corporations at least two (2) week's
notice prior to resignati·o n. The employee who gives the required- notice
to resign· continues to work until his termination date unless the department manager feels that an earlier termination is advisable. Such termination may be arranged after consultation with the Divisional Human Re-source Coordinator.
All employees are requested to give written notification to thei.r supervisor· of intent to terminate employment.
Every termination, whether a voluntary or involuntary, calls for a
confidential interview by a representative of the Human Resources
Division.
Involuntary Terminations:
Employees whose total work performance, conduct~ absenteeism, attitude
of compliance to corporate policy is not satisfactory may be released
with or without notice.
Release with notice - A release with notice for such reasons as unsatisfactory work performance., conduct, excessive absenteeism and/or tardiness
may be given when the employee has completed the employment probationa:ry
period. If the employee has regular full-time status such release with
notice must be preceded by a disciplinary probation period for the employ~
ee. (Refer to change in status).
Release without notice - In extremely serious situations employees may be
released without notice; however, it is strongly recommended that such an
employee should be suspended prior to release. (Refer to Disciplinary
Guidelines). Such suspension will give the Supervisor and the department
manager an opportunity to discuss the situation with the Divisional Human
Resource.. Coordinator. If after this consultation the reasons are serious
enough to dismiss the employee, such action can be taken without embarrassment to the supervisor. If the situation is not serious enough to
warrant immediate release, other disciplinary measures can be determined.
When termination of employment has been initiated by the Corporations
without notice, the employee will normally receive in lieu of. notice,
compensation as follows:
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Employed less than three (3) months .. ~ ................. None
Employed three (3) but less than six (6) months ........ l week
Employed six (6) months or more~ ....................... 2 weeks
The Corporations reserve the ·r ight to determine eligibility for seve~a·nce pay.
The- following types of situations may be the basis for immediate suspension and release without severance pay:
1) Abandonment of pos-i tion - Fa i 1ure to- notify supervisor or manager
during three sucessive working days of absence. If the employee
does not notify the supervisor within the three day period, the
employee has abandoned the position and should be terminated by
the Department. A communication requiring a signature or receipt
(i.e. certified letter, telegram etc.) should be sent to the emp1oyee I s- home address as 1is ted on his personne 1 profi 1e, serving
·
notice of termination.

(

2)

Misconduct, such as fighting, gambling, threatening, intimidating,
coercing fellow employees or· abusive language toward fellow employees
on premises.

3)

Furnishing information such as subscriber or confident,al employee
record to unauthorized persons or agents.

4) - Reporting to work or engaging in corporate business if mobility or
judgement appear to be impaired due to influence of intoxicants or
drugs.
5)

Dishonesty, including theft or Corporate property, theft of other
employee's property, falsification of employee's own or other employee's time record or- falsification of company records.

6)

Illegal possession or sale of alcohol, drugs, weapons, : or illegal
gambling devices during work hours and on company premises ..

7)

Insubordination, refusa·l to obey direct orders from the immediate
supervisor, refusal to perform work assigned without valid reasons,
or refusal to· sign daily Ti.me Log when tardy.

8) Wi11ful damage to property owned, rented, leased or used by the
Corporations.
9)

Failure to notify supervisor or manager of overpayment of wages.

10) Soliciting and/or distributing literature as defined in the -policy
in this manual rel~ting to these- subjects~

·I

~

POLICY
NUMBER

TITLE

R 17

TERMINATIONS (continued)

u
• IJ
·

BlueCro

J. W. Herbert
Original lsaue Data

7-14-75

3

OF~3___

DATE EFFECTIVE

APPROVED SY

~~o~d~hiel
·

PAGE

Revision Cate

11-18-75

3/18/76
Revision No.

SUPERCEDES

7

11) Arrest for an alledged felony or criminal offense may result in
suspension. Conviction may result in termination.
The Corporations reserve the right to add o~ delete exceptions to
severance pay.
The terminated employee will be paid any accrued vacation in his
final pay check.
The Corporations have established procedures wh.ich are outlined in the
following paragraphs for handling these cases to ensure that every employee is treated fairly.

u

It is the responsibility of the immediate supervisor to recommend
termination of those employees whose total work performance, conduct, absenteeism, attitude or compliance to Corporate policy is
not satisfactory. Attached to this recommendation should be copies
of previous disciplinary memos.
A11 i nvo 1unta ry termi na ti ans· wi 11 be coordinated with the Divis i ona 1
Human Resources Coordinator to review details of the case a-nd to
fully document any EEO implications. If after this consultation,
it is agreed that the reasons are serious enough to warrant release
and the Department Manager has. approved such action, the case will be
presented to and approved by the Divisional Vice President.
The notice of release interview should be conducted in private by
the Department Manager and/or Supervisor. Upon management's or
the employees request, a Human Resource Division Representative
may be present. After the employee has -been· advised of release,
the emp 1oyee wi 11 be sent to the Emp 1oyment Department for out-pro·
·
cessi ng.
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The

Plan's Coq:)laint Policy is intended to ensure equitable
and ti.nely processing of all eiti)loyee c:::c:lti'laints. This
prccedm:e is to be used in the process of settlatent and
dcc:uaentation of all T/JCrk related ~loyee caq;>laints.
-

It .is managenent's intent to info:r:m all eq;,loyees on policies
and pmcedures affecting them ana. -to provide every opp::>rtunity
for eiti)loyees t o ~ resolution to their ~laints and misunderstandings.
When

a cc:mplaint arises, it shall be settled in the follcwing

manner:

Step 1.

~sar:
'me er;;>loyee will discuss the cc:lll?laint first with
tne imiedi.ate Supervisor.

Step 2.

SUpervi.sor' s SlJi;;erior:

If tne imrediate Supervisor and the etq?loyee are
.unable to :resolve· the.o::lll'laint, or i f the erployee
is net satisfied with the settlenent or the Sl.Jperviscrts decision, the ett;)loyee will refer the cx:mplaint to the Supervisor's suparior. The ~ t
rmJSt Ee reduced to writing on the appropriate
COq;>laint Fol:IIl. T.he appropriate Human Pesources
Ccordinatcr may be ccnsulted fer assistance. 'Ibe
final decision will l:e mace in this step for those
E!n\')loyees serving their initial prcbational:y ~od
as defined in policy nurrber ~ Step 3.

Human Resources Coordinator:

I£ the c;:ir;,laint is not settled to the satisfaction
of the E!Ii)loyee, or i f the Supervisor's suparior is
unable to solve the problem, the o::1I1?laint will be
sent to the appropriate Human Resources Coordinator.
The Hunan Pesources Coordinator .will rceet with the
er£1lloyee and all interested parties d.irect.J.y con-·
cei:ned in order to insure that the issues and renedy
sought aI."e clearly defined. 'll1e issues will be
refe.rxed for review at this step to departltent managenent. The final decision in this step will be the.
responsibilicy of· the highest level of departltent
management_belcw the officer level.
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rf · not resolved in Step 3, the ccnplaint will
be xe£erred to the Divisiai Vice President,
Group Vice President and the Human Iesources
Vice President (if appropriate) for mview.

'llle Vice President of Human Pesources will act
aily in an adv,ismy capacity.
'!be final decisiai will be the respc:nsibility
of the eI11?loyee 's Divisiaial Officer. Decisioos
rende:red in Step 4 will be r e ~ ·by the

President.
~f the nature of the problem is sudl that the
en:ployee beJ ieves it cannot be discussed with
the iIInail.ate supervisor, the enployee will
express the cc:rq;>laint in writing on a catplaint

Fazm and request the Htraan Resources Coordinator
to submit it to the SUperv.i.so:r's superior.
'Ibese carplaints will be processed in the sea:nd
and third steps of the ProcedUl:e as zequi.J:ed.
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The Corporations reserve and retain, solely and exclusively,
all inherent rights to manage.

AMPUFICATION: ·These sole and exchfsive rights shall include, but are not
limited to the following:
. The right to establish or continue policies, practices and
procedures for the conduct of business and from time to time
to change or abolish them.
. The right to determine and from time to time redetermine
the number, location and types of operations and the
methods, processes and materials to be employed, and to
discontinue processes or operations. ·
. To determine the number of hours per day or week that
operations shall be conducted.
• To select and determine the number and types of employees
required and to assign work to such employees in accordance
with policies requi...-ned by management, and to establish or
change work schedules and assignments.
. To transfer, promote and demote employees or place on
in-active status ., terminate or otherwise relieve employees
from duty for lack of work or other legitimate reasons
subject to its stated policy concerning this.
. To make and· enforce reasonable rules for the maintainance
of discipline, and to suspend, discharge or otherwise
discipline employees with or without _cause.
. Take such measures as the Corporations may determine to
be necessary for the orderly or economical operations of
the business.
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The Corporations will provide for employment stability to the
degree possible. In the event that an adverse ,business
situation or change in method of operation in any division(s)
of the Corporations necessitates workforce adjusunents, all
reasonable possibilities for internal reassignments will be
explored before staff reductions take place.
When the Corporations are faced with necessary workforce
adjustments due to fiscal considerations, modified workflow
within a corporate division, or organizational changes made
to improve existing workflow, efforts to reassign affected
employees in positions for which they are qualified will be
made, prior to the actual staff reduction measure being taken.
Once internal reassignment efforts have been exhausted, and it
becomes evident that staff reductions will be necessary, the
records of affected employees will be reviewed to determine
those who qualify for inactive status. Those employees whose
· record of perfqrmance ( including , but not limited to quality
of work, quantity.of wqrk, and attendance) is not satisfactory
will not be eligible for inactive status. Such employees will
be terminated at the time of staff reduction. Granting inactive
status to an active employee in a staff reduction situation does
not guarantee reinstatement; the inactive status does, however,
guarantee the restoration of service and benefits accrued, if
the individual accepts an offer to return to regular, full-time
employment prior to expiration of the period of inactive status.
new or replacement positions become available, the GRS
(general retrieval system) will be utilized to identify those
individuals on inactive status. Those who have the necessary
qualifications for the open positions will be contacted and
offered the opportunity to return to work. If the former
position or a comparable one is not available, an employee on
inactive status will be offered a position at a lower classification and sala.ry.
As

Employees involved in a staff reduction and deemed to be eligible
for inactive status may remain in that status for a period equal
to their length of service, but not to exceed one year.
At the time of out-processing, any employee entrusted with
company property and/or funds will be required to surrender said
property or reimburse said funds, unless prior approval has been
granted by the Group Vice President to continue use of the
property for a specified, limited period of time.
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Continuation of benefit coverage (insurance, retirement program,
etc.) during the period of inactive status will be discussed with
the employee at the time of out-processing. Those who return to
regular, full-time employment within the ·time limits outlined will
be eligible for immediate restoration of benefits, provided that
the eligibility requirements were satisfied during the previous
period of employment. Upon return to work, the employee will retain the original employment date, however, the salary review date
is advanced by the total number of days absent to reflect time
not at work.
It is the responsibility of an -employee on inactive status to
notify the Corporation in writing of any change in contact information within five (5) days of said change. The Corporations will
acknowledge within five (5) working days, in writing, the receipt
of this information.
Staff reducti9ns which are necessary due to such circumstances as
_are outlined in this Policy and Amplification will be executed in
a manner consistent with the Corporations'· cornmiunent to -equal
employment opportunity.

(

PROCEDURE:

(1)

The organizational unit will identify the employee(s) whose
positions will be abolished, using quality and quantity of
production, percent of non-excused absences and other
measurable criteria to rate performance.

(2)

The list of affected employees will be furnished to the
appropriate Divisional Personnel Coordinator by the
organizational unit. The names are to be listed by cost
center, grade level and job title. Performance rating forms
should accompany this list (see attachment).

(3)

The Divisional Personnel Coordinator will provide a copy of
this information (with EEO Status coding added) to the
Manager, Employee Relations/EEO who will conduct an analysis
to determine what, if any, adverse impact(s) are created in
relation to the Plans' Affirmative Action Program. The
results of this analysis and recommendations , which may be
made, will be forwarded to the Director of Personnel Administration, appropriate Divisional Director and appropriate
Divisional EEO Coordinator.
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(4)

Employees affected in the staff reductions will be personally
advised and provided a letter of notification by the Supervisor at least -VNO (2) weeks prior to the effective date of
the reduction. The Supervisor will be guided, in the discussion with the employee, by the Supervisor's Guide For Use
in Separation Interview. This guide may be obtained from
the Divisional Personnel Coordinator.

(5)

The Divisional Personnel Coordinator will counsel with each
affected employee with regard to possible placement elsewhere within the Plans and possible reduction in classification and/or salary.

( 6)

Tne Divisional Personnel Coordinator, whose Division is
affected by the reductions, will coordinate all re-assignment
activities with other Personnel Coordinators, Line Supervisors and the Manager, Employee Relations/EEO.

(7)

Employees 9elected .for reassignment from inactive status
will be placed into the new position in a probationary
status for 90 days.

(8)

The Fmployee Profile (P-132) of each affected employee will
be coded 368 to reflect the separation reason as being
"inactive status."

(9) ·. The Divisional Personnel Coordinator for the affected
Division will maintain records which indicate the orgaJrizational unit(s) to which the affected employee was referred,
the disposition of the referral(s) and all other atternpts
made on behalf of the affected employees to transfer to
another area. This information will be copied to the Manager,
Employee Relations/EEO who will utilize these records to
validate the "good faith efforts" of the Plans toward affirmative action.
(10)

Each person placed on inactive status will follow the outprocessing procedure as established by Policy E.11
(Separation Interview).
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POLICY~- ~- All regular full, part-time, and temporary employees
will be issued a9----identification badge which must be
worn at all - times while in the building.
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All regular and part-time employees will be required to sign a statement of responsibility which
acknowledges the receipt of an Employee Identification Badge and identifies specific points of
employee responsibility.
Attached and incorporated
is a copy of this Statement of Responsibility.
Identification badges are to be worn, with the
picture side facing outward, at or above the waistline level.
The lending or ~arrowing of identification badges may result in suspension and/or
termination.
The care of the Identification Badge is the responsibility of the individual employee.
Lost or
badly damaged Badges mu·st be promptly reported to
the employee's immediate supervisor.
The loss of
more than one Badge in a two year period will
result in a replacement fee of $3.00 chargable to
the employee to whom the Badge was issued.
Failure to wear the Identification Badge when reporting for work will necessitate registering with
the Security Guard and obtaining a Visitor's Pass
which must be worn in the same manner · as the Identification Badge. The Visitor's Pass must be returned
at the close of the work day.
Excessive use of the
Visitor's Pass by an employee will result in disciplinary action.
Department Supervisors or acting
supervisors will be responsible for monitoring wearing of Identification Badges by employees.
Identification Badges must be returned upon request
or termination.
Employees who return the Identification Badge upon initial request will not be fined;
however, should the Identification Badge not be
returned upon request or termination, a fine, in the
amount of $15.00 will be withheld from the next/last
paycheck until the Badge is returned to the Corporations.
The amount of $10.00 wili be returned to
the employee upon receipt of the Badge.
The amount
of $5.00 will be withheld to offset the clerical
and administrative costs to the Corporations.
Employees will be responsible for knowing the Identification Badge Policy.
Any deletions and/or
additions to this polLcy will be communicated to
employees by means of a sign-off memo ..
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BLUE CROSS AND BLUE SHIELD IDENTIFICATION BADGE
STATEMENT OF RESPONSIBILJTY
_ _ _ _ _ _ _ _ _ _ _ _ _ _ do hereby acknowledge receipt of a Blue Cross and Blue Shield
Employee Identification Badg~, authorizing my entry into the Blue Cross and Blue Shield facilities. I
understand that my manager is held accountable for my proper possession and use of the ·badge, and
that in the event of failure on my part to observe proper security procedures, he is authorized to take
appropriate corrective or disciplinary action.
I acknowledge that this badge is the property of Blue Cross and Blue Shield of Florida and that the
Corporations retain the right to recall the badge at any time.
In the event that I lose more than one badge during any consecutive two (2) year period or if I am unable
to return the badge upon termination, I will reimburse the Corporations a replacement fee or fine, as ·
specified in the Identification Badge Policy.
I acknowledge by my signature that I have read, fully understand, and accept the terms and conditions of
this agreement. I further acknowledge by my signature that I have received a copy of, read and fully
understand the Identification Badge Conditions of Usage governing the use of my badge. I accept
responsibility for this badge and understand that violations of the Identification Badge Conditions of
Usage may result in suspension or termination.
Signature
4600-TTS QC
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SUPERCEOES

consistent, equltable, and competitive wage, salary, and supplemental benefit program will be administered throughout the
organization with the intent to attract and retain competent
employees. Supplemental benefits (vacations, holidays, group
insurance, retirement pay, promotional opport11nities, educational benefits, hours of work and working conditions) account
for a substantial part of the total compensation of Blue Cross
and Blue Shield employees. It is our intent to determine wage
and salary ranges based on such factors as: 1) knowledge, 2)
problem solving, and 3) accountability. This system is in
accord with the Equal Pay Act.

i~

Our objective is to maintain internal equity with respect to
job evaluation and classification. When competitive practices
or internal equity demand, necessary adjustments in hiring
rates or wage levels are to be made immediately. The principle
of merit adjustment is to be followed in any instance requiring
a wage increase.
In keeping with corporate policy, its compensation program will
be maintained so that employees will have the opportunity,
through meritorious performance, to increase their compensation
commensurate with job performance. This is achieved by periodi
appraisals of job performance such as 1) 90 day review, 2)
annual review, 3) promotional increase, and 4) merit increase.
In order to attain our objectives and maintain a salary scale
comparable with other companies in the community, the Compensation Department must review and monitor all salary increases
to determine if they are within the guidelines of our system
and the Equal Pay Act.
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Salaries are calculated and determined in accordance with the
guidelines set forth by Senior Management. Salaries are determined on the basis of the particular job, related training and
job experience, skill, responsibility and working conditions
u~der which the job is performed.

AMPLIFICATION:

Salary paychecks are based upon a forty hour work week with payments bi-weekly, every other Thursday. Pay received covers the
preceding two weeks which ended on the Sunday prior to the Thursday payday. In the event that a payday falls on a corporate holiday, payment will be on the Wednesday preceding the scheduled
payday. No pay is held back; the four day lag between the end of
the pay period and payday is payroll preparation time. Paychecks
are distributed to managers by Payroll personnel.

·

If an employee is absent on payday, the check will be held until
he returns to work unless he has authorized to have it mailed by
the Payroll Unit to his home address. No employee's paycheck will
be given to any other person except on written request bearing the
signature of the employee.
It is the policy of t he Corporations to make adjustments to errors
in pay in the following pay period. The adjustment (up or down)
will be retroactive to the effective date. If the employee is paid
incorrectly, the employee's immediate supervisor should notify the
Payroll supervisor by memo.
. Manual checks will be drawn on rare occasions to make immediate
adjustments. The instance where a manual check would be written
would have to be of an extreme nature; for instance, an employee's
paycheck was not printed or the amount of the error was equivalent
to a week's pay. Individual consideration will be given to each
case •
The paychecks of employees who transferred should be returned to
the Payroll Unit to be forwarded by them to the proper department.
This wil l be done for one day period only following the transfer;
for subsequent pay periods the paychecks of transferred employees
will be retained in the Payroll Unit for employee pickup until such
time that the documentation of the employee's transfer is received
by Payroll.
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The standard work week for all full time, probationary, and regular
employees is forty hours. Employees are paid for two fifteen (15)
minute breaks each day. A lunch break of thirty (30) minutes is
taken each day on the employee's time. Lunch breaks are not paid
time off.
The work week for all part-time and cooperative education employees
is twenty five (25) hours and twenty (20) hours respectively. These
employees are paid for one fifteen (15) minute break each day.
The work week for all employees begins at 12:01 a.m. Monday and
ends at 12:00 midnight Sunday.
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In establishing scheduled hours for employees, the Corporations
are to give full consideration to the social needs and convenience
of the employees bearing in mind the urgency of certain types of
work and the obligations of the Corporations to provide efficient
and expedient service to subscribers.
Under the provisions of the Fair Labor Standards Act employees
are separated into two major classifications, namely: (a) nonexempt and (b) exempt. Non-exempt employees must be paid at
least minimum rate of pay specified by law and must be paid at
one and one-half times their regular rate of pay for time worked
in excess of forty (40) hours per week. Hours in excess of fifty
(50) per week will be paid at two (2) times the base rate.
Employees who are exempted from the overtime provisions of the
wage and hour law are referred to as exempt employees.
Working hours in our departments may very slightly in order to
eliminate many of the problems of traffic congestion in the parking lots and the long wait on elevators in the morning and afternoon. The daily schedule will be set by the employee's manager
or supervisor in each instance. Non-exempt employees are expected
to work the designated hours. Normally, these hours are either
8:00 a.m. to 4:30 p.m. or 8:15 a.m. to 4:45 p.m. In departments
where Flex-time (flexible working hours program) has been approved,
the daily work schedule for each employee must be determined by
the employee and the supervisor or manager and adhered to. Any
deviations for good cause from established working hours must be
approved by the department manager.
Supervisors have the responsibility for seeing that employees
maintain the established working hours. The department manager
has the overall responsibility of assisting supervisors in maintaining adherence to the working hours and the Fair Labor Standards
Act.
Department managers must be attentive to and responsible for
coordinating administration of this policy to insure that the
Corporations are in compliance with the lawo
Additionally, questions on interpretation, procedure or otherwise,
should be referred through lines of organization to the Compensation Director.
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AMPLIFICATICN:

Working hours in departments may vary. Normally these
hours are either 8:00 ,a.m. to 4:30 p.m. or 8:15 a.m. to
4-:45 p.m. However, on a departmental basis, and with
prior approval fran the di.vision vice president, errq;:,loyees
may be assigned differe.T'lt sta.rt and stop times.
When employees on a departmental basis are assigned
different start and stop li-nes, herewith referred to as
flexible ~rking hours, they are to be infonned of a
set of guidelines within which they nn.ist ~rk. 'lllese
param:ters may vary fran department to department. How-ever, a flexible ~rk day must contain core time pericds.
Core time is mandatory w:>rk hours set by rna."la.gement whe.11. •
all departments nust be at full operation with all employees
on the job. '!he daily ~rk schedule w-ill be set by t.~
department manag~ with prior approval fran t.11.e direc'""i-0r.

Following is a set of basic rules for a flexible ~rk:ing
hours program: 1.

lmy deviations fran the nonnal start times

of 8:00 a.m. and 8:15 a.m. must have -prior
approval fran the division vice president
to be on a flexible v.0rking hours program.
2.

. 3.

'Ihe work schedule will be set by the
department manager with prior approval
f:ran the director.

All departrre.71ts must be at full
operation with all employees on the
job during core times, Monday t..l-u:'ough
Friday.

4•

Core times for all departments are
fran 8:30 a.m. to 11:30 a.m. and
fran 1:00 p.m. to 3:30 p.m.

5.

All full-time regular employees will
· have a basic 40 hour ~rk 'Week •
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Min.irrn.nn 1/2 hour ltmch rrust be taken.

7.

overtime will be paid only when authorized.

8.

Hours less than
for on the time
as described by
Records Policy,
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and attendance records
Time and Attendance
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POLICY:

Exempt employees will be provided with reasonable working
hours, bearing in mind the urgency of certain types of priority
projects and the obligations of the Corporations to provide
efficient and expedient service to it3 subscribers.

AMPLIFICATION:

The wage and hour requirements of the Fair Labor Standards Act
do not apply to employees in a bona fide executive, administrative or professional capacity, nor do they apply to workers engaged as outside salesmen. Under this Act exempt employees may
work extra time beyond the normal work week forty (40) hours
with or without approval of the immediate supervisor.
Exempt employees are expected to normally work within the workday that has been established for the unit in which they work.
This is essential in order for the exempt employee to properly
manage his subordinates and/or make full use of the resources
available within the department toward completing assigned tasks.
Salary rates for exempt positions take into account the full
responsibilities of the positions and recognize the requirement
fo ·r _some work beyond normal hours and/or the normal work week.
Therefore, exempt employees are not paid for more than forty
(40) hours each week. It is expected that the exempt employee
will work additional hours when necessary to complete assigned
projects.
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POLICY: Overtime work is to be planned in order to meet peak periods,
emergencies, and other specific situations such as illness,
and vacation periods. All overtime must be approved by the
proper level of management in advance. Regularly scheduled
ove-rtime work within a department will be distributed as
equally as possible among employees within that department
who are capable of performing the work to be done. Planned
significant overtime work by non-exempt employees should be
authorized in advance by the appropriate level of supervision.
Overtime work by exempt employees must be approved in advance
by the Group Vice President.
AMPLIFICATION: Non-Exempt Overtime
All non-exempt employees will be reimbursed at a premium rate
of one and one-half times the hourly base rate for hours worked
in excess of forty (40) but not in excess of fifty (SO) hours
during a work week. Hours in excess of eight per day become
overtime hours at premium pay only after the forty hour requirement has been met. Hours in excess of fifty -(50) per week will
be paid at two (2) times the base rate.
Non exempt employees receive "worked time credit" for corporate
observed holidays, so that if they have worked all the other
days that work week, they will receive premium overtime pay for
the time actually worked on the holiday, in addition to straight
time pay. Employees who have not worked all the other days of
that work week, will receive additional straight time for time
actually worked on the holiday.
At the discretion of management, compensatory time off may be
granted to the employee in the same work week at the rate of
time and one-half. For example, if the employee works four (4)
hours on a corporate holiday, six (6) hours off during the
same work week would be allowed.
Part-time Cooperative Education students and temporary employees
who are non-exempt will be reimbursed at a premium rate of one
and one-half times the hourly rate for hours worked -in excess
of forty (40) hours during a work week and at two (2) times the
hourly rate in excess of fifty (50) hours.
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1 -Co-Op Students
Overtime for Co-Op Students is on a voluntary basis.
High school co-op students may work voluntary overtime
as long as it does not interfere with their school work.
Pay will be at straight time rates until forty (40) hours
are earned each week.
2 -Employee Absence When Working Overtime
An employee must actually work forty (40) hours to be

eligible for overtime pay, even though one is paid for
certain miscellaneous absences (doctor visits, etc).
For example:
Hours worked regular
Hours absent with pay
Hours overtime
Actual hours worked
Total hours paid at regular pay

38
2
2
40
42

3 -Emergency Company Time Off
In the event that the company must dismiss or excuse
all employees from work due to an emergency. situation,
the time off will be considered as earned time, not
hours worked, when calculating overtime pay.
Examples of emergency nature:
1.

Hurricanes, violent storms, etc.

2.

Prolonged power failure

4 -Non-exempt Procedure
Supervisor:
- evaluates and determines need for overtime
- schedules overtime
- submits request for overtime to Manager
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Manager:
- approves and forwards to the Director of the
Division
Director:
- approves and returns request to Supervisor
Exempt Overtime

A.

For Exempt Work
Generally, employees who are classified as exempt
from the overtime provisions of the Fair Labor
Standards Act will be paid only for forty (40)
hours at their base hourly rate. However, with
Group Vice Presidential approval in advance,
overtime pay may be granted to exempt employees,
at the level of manager or below, for hours
worked in excess of forty-eight (48) during one
work week, for work performed in their regular
jobs or other functions at the exempt classified
level.

(

Overtime pay in these cases will be based upon
the regular hourly rate calculated on the regular
forty (40) hour work week.
Requests for overtime pay for exempt employees are
to be authorized in advance by the Group Vice President. No overtime is to be compensated without
prior approval from the Group Vice President. Overtime compensation may, at the descretion of management,
also be granted as compensatory time off in lieu of an
hourly rate.
Exempt employees receiving overtime compensation,
whether salary or time off, are not eligible for meal
allowances.

,,.-
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- Exempt Overtime Request Procedure
Cost Center Director
- submits request to Group Vice President in memo form
identifying exempt personnel considered for overtime
compensation. Memo should include:
1 - Reason for request
2 - Cost Center name and number
3 - Names, titles and social security numbers of
exempt personnel being considered 4 - Total number of overtime hours, including
those for which exempt personnel will not
be paid (4Oth-48th hour), for each employee
5 - Estimation of the dates and hours for which
overtime is needed and the estimated total
overtime cost
Group Vice President
- reviews request and
.. denies or
.. approves and returns to Director.
- Exempt Overtime Payment Procedure
Cost Center Director
- sends overtime request memo, approved by Group Vice
President, to Payroll Managers after overtime hours
have been worked, but prior to 12:00 P.M. Monday of
a pay period week if there is no variance in overtime
hours approved and overtime hours actually worked.
- sends memo to Group Vice President for approval if there
is a negative/positive variance in overtime hours approved
vs. overtime hours worked: Memo should include total
number of overtime hours worked and total cost of overtime.
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FOR Non - Exempt Work
In the event of an extreme emergency such as a high back log of
an excessively heavy volume of work, a Director of a cost center
may request exempt personnel to work overtime in a non-exempt
capacity. This overtime must be approved by the Group Vice
President in the same manner as outlined in Section A of this
policy, "Exempt Overtime Request Procedures". This type of
overtime should be limited to six (6) hours per week to protect
the "Exempt" status of the employee. The nature of the approved
emergency overtime must be documented by the cost center director showing its feasibility for cost reduction, improve customer
service and etc. as opposed to the use of normal overtime practi.c es.
Compensation in this case is based upon one and one-half times
~he corporate average hourly rate of the job in which the
exempt employees are working. For example, if an exempt
Supervisor is performing overtime work as a non-exempt claims
examiner, the overtime compensation will be at one and one-half
times the corporate average hourly rate for the claims examiner
job. This rate can be provided by the Compensation Department
upon written request. The exempt employee is compensated for
all hours worked in the non-exempt position.
Exempt employees are not eligible for meal allowances when
working in a non-exempt position.
The procedure for the payment of overtime work performed by an
exempt employee in a non-exempt position is the same as outlined in section A of this policy, "Exempt Overtime Payment
Procedure".

General Overtime Guidelines
All overtime on a holiday must be approved in advance by the Division
or Group Vice President as appropriate.
1.

Scheduling Overtime
All overtime is scheduled by the Supervisor and Manager of
the department. At times overtime will be on a voluntary
basis; other times it will be required. The department
Manager or Director will make the decision whether overtime
will be required or voluntary.
When overtime is on a required basis all employees within
that department are required to work unless excused.
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Excuses from required overtime must be approved by the
department Manager or Director.
Refusal to work required overtime may result in termination.
New Employee
All employees are to be notified of our policy concerning
overtime prior to being hired. The Supervisor should discuss overtime requirements again during the first week of
employment. New employees are expected to work overtime
as soon as they are capable of being productive.
Notice of Overtime
The employee should be notified of the required overtime
no later than the working day before overtime is to be
worked. In the event of an emergency situation a minimum
of four (4) hours notice should be given.

(

Conflict with Significant Religious Days
In the event t h at overtime conflicts with a person's
Sabbath or oth er religious day of significance, the
employee may be excused from overtime on that day, but
will be required to work a share of overtime during the
remainder of the week.
Building

Services for Overtime Employees

The following information is needed by the Building
Management Department for those employees who work after
regular office hours, in order to coordinate the building
services furnished by the Engineering section, the Safety
and Security section and the Cafeteria:
1.
2.
3.

Department name and location
The number of employees working
What hours the employees will be working

This information must be f orwarded to the first floor, Main
Building, Building Management Department, p rior to 1:00 P.M.
during the week and 11:00 A.M. on Friday f or weekend work.
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All new employees are urged to review pay check
immediately upon receipt and notify their supervisor . immediately of any discrepancy.
Failure
to notify one' y supervisor immediately of over- payment of wages may result in termination.
Adjustments (up or down) to errors in pay are made
in the next pay period retroactive to the effective
date.

AMPLIFICATION:

The employee's supervisor is responsible for contacting the Payroll supervisor for a corrected check
requisition.
Manual checks wil~ be drawn in extenuating circumstances; such an occasion might be
when an employee's paycheck was not printed or · the
amount of the error was equivalent to a week~s pay.
Individual considera~ion will be given in each case.
Retroactivity of Wages
All salary changes must be received in the Human
Resource Information Center by noon Tuesday of
the week preceding a payday.
Any salary changes
received following the cutoff day will be processed
in the next pay period.
Changes up or - down, when
processed, will reflect -any retroactive adjustment
required.
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Deductions from pay are made as required by law, the Corporations
and when authorized by the employee.
Legally required deductions are made from the bi-weekly salary
check in accordance with governing r~gulations. All deductions
are itemized on the employee's pay statement which accompanies
the bi-weekly salary check.
These include:
1.

Federal Income Taxes withheld according to tables
furnished by the Internal Revenue Service. The
amount withheld varies according to the imcome and number of dependency exemptions. Employees are required
to complete a Withholding Tax Certificate upon original
employment and to inform the Human Resources Information
Center of any dependency change whenever change occurs.

2.

FICA (Social Security) taxes withheld according to c~rrent Federal legislation. The employee and Blue Cross
and Blue Shield pay into the Social Security fund in
equal shares.

Company required deductions are explained and authorized by the
prospective employe~ before employment. The deductions are made
from the bi-weeltly salary check. These include:
1.

Life Insurance premiums, with the amount determined by
salary level. The Corporations share the cost of this
premium with the employee.

2.

Complete Personal Health Insurance Coverage at company
expense; family coverage at option of employee with
Corporations sharing the cost.

3.

Community Services Program deductions of .5% of salary.
Ninety percent (90%) of the proceeds of the program go
to the Community Chest-United Fund, with the remainder
going to selected charities.

Certain other personal deductions are made from the bi-weekly
salary check requested and authorized by the employee in writing.
These include:
1.

PL· 1 (4n4)

Credit Union shares, repayment and deposits, with the
amount deten:iined by the Credit Union and/or the employee. Arrangements are made through the Credit Union
Office.
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Personal deductions (continued)
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2.

U.S. Savings Bonds, with the amount of purchase determined by
the employee.

3.

Dependent Life Insurance with the amount determined by the
current rate.

4.

Auto Insurance Purchasing Plan with the amount determined by
type of coverage and other factors such as safety records of
insured drivers.

S.

Nominal Parking Fee deducted from the bi-weekly pay check, amount
depending on location of parking place provided by the company.

6.

Supplemental Life Insurance with the amount determined by salary
level.
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Complete time and attendance records are to be
maintained on all employees including a detail
of time worked by days and for each work week
in compliance with the Fair Labor Standards
Act.
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At the begining of each pay period the supervisor will receive
a computer generated form listing all employees of record for
the unit. All employees of record in each cost center will be
listed on these forms with the appropriate dat_e s appearing at
the top of sheet and in columnar headings.
The supervisor is responsible for making appropriate notations
on the time records daily. These records are subject to audit
at any time and must be current when audited.
Completed time records are to be sent to the Payroll Unit at the
end of each week. It is imperative that time records for the
work immediately preceding a payday arrive no later than 9:00
a.m. Monday. It is the responsibility of the supervisor to have
the time records in Payroll by the deadline. If the time
records are not in the last mail pickup on Friday, then they
must be hand carried to Payroll prior to 9:00 a.m. on Monday.
The supervisor must sign each time sheet to authorize payment
for the time as shown. Rubber stamp signatures are not acceptable. In the absence of the supervisor this authority may be
delegated to a section leader or other responsible clerk.
Supervisors are required to maintain an absence report with
absence reason code on daily basis for all employees. Absences
must be recorded on the attendance record in the "remarks"
column.
Only absences and overtime will be recorded.
reason it is termed "Payroll by Exception."

This is the

The Payroll computer program allocates forty hours per week
for each fulltime employee. Exceptions, such as absences or
overtime, are either added to or deducted from the employees
time allocation.
The following is a list of absence codes in use currently, with
explanations and brief descriptions of each:
Illness Code "A"
Provided that the employee has notified supervisor by 9:30 a.m.
as required by corporate policy. If the employee does not
notify supervisor, absence is coded "E" for Personal Business.
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Illness Code "A" Cont'd.
Employees who properly call in should be coded "A" for illness
and P-55 form should be completed and sent to the nurses station
on that same day.
A note from a doctor is required for illness absence for four or
more consecutive days. Upon returning to work from an illness
all employees will report back through the nurses station.
All employees who report to work and become ill must exit through
the nurses station.
:C:Octor Visit Code "B"
Employee must obtain a note from the doctor's office. The doctor
slips are for the purpose of verification to the supervisor that
the employee went to the doctor. Once the time has been recorded
on the time sheets the doctor's slip can be kept by the supervisor
or disposed of. It is not necessary to send them in with the
time sheets.
Vacation Code "D"
Vacation hours will be paid with this code.
tion for Leave, should be completed.

Form P-124, Applica-

If an employee is hospitalized while on vacation, notify Payroll
immediately and code absences "M".
Time off taken without pay is coded "E" Personal Business.
Hospital and Recovery Code "M"
This code is to be used for employees who are hospitalized, recovering from hospitalization, or receiving out-patient treabnent
which requires a full day of absence.
Authorized Absence Code "P"
Absences which are authorized or granted by the Corporations, i.e.,
death in the family (see Hello There Booklet HT-16), jury duty,
supervisor's time off.
Supervisor's time off should be acknowledged by the supervisor's
immediate superior. (Initials in the remarks section)
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Ea.ch supervisor is charged with the responsibility of determining
whether an employees absence is "authorized" by corporate policy.
Questions concerning corporate policy will be answered by the
Compensation Director.

Explanations of absences coded"P" are required in the remarks
section and on the back of the attendance form if more space is
required.
Code "P" will not be accepted for temporary, DCT employees, as
they are not eligible for these miscellaneous paid absences.
Overtime Code "Z"
Record overtime hours on a daily basis. Note: All overtime must
be requested (form P-16) and approved by the deparunent manager.
Completed and approved overtime request forms are to be held by
supervisors for audit purposes .
Employees Who Are Injured on The Job
1.

Must report to the Nurses Station.

2.

Absences are coded "M" for the firs 40 hours only .

3.

Employee must check in through the nurses station when returning to work.

4.

Code hours "N" after 40 hours.

Termination Code "N"
Employees who are terminated should be coded "N" for time which is
not worked. Recent terminations will appear on attendance sheets
for the next pay period . Attendance sheets are produced before
the payroll master file is updated.
Military Leave Code "N"
A maximum of 10 days military reserve training leave is paid by
the company in accordance with Policy D.14, Military Leave of
Absence. Payment is made after the employee furnishes the Payroll
Deparunent with documentation of military pay received, so that the
difference between the employee's base salary and military pay can
be determined. It is suggested that a note be attached to the
time sheet notifying Payroll of the employee's military leave .
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Tardy Code "F"
Record all instances of tardy employees late more than 8 minutes
each day. You should make note of minutes late daily and record
on attendance sheets in parts of hours, 1/2, 1/4, etc. Employees
who are ch..r~:mically late should be counseled.
Personal Business Code "E"
..Absences for personal reasons, illness in family, marriage, and
time off without pay.
Employees Not Scheduled to Work "N"
Time not on job.
OCT, Part-Time ( 5 hour) Employees
DCT Code Time worked over 20 hours "Z".
Time worked over 25 hours "Z".

Part time (5 hour) Code

New Employee Code "N"
When a new employee reports to a department after the Monday of a
new pay period and is not listed on your attendance sheet, enter
employees name, nwnber and code hours not worked in prior work
days "N".
Holiday Code
For Corporate holidays, no code is necessary. Program will allocatE
holiday hours. For floating holidays use code 11 D" (vacation code).
Employees time worked on holidays should be coded "Z" as overtime.
Transfers In
Department to department - Cross to Shield, etc. The outgoing
department should line out of their time sheet the names of
transferred employees with a note in the remarks section. The
ingoing department should write the names in on their time sheet.
A profile showing the transfer should be sent to Wage and Salary
10 days prior to actual transfer.
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Transfers In (Cont'd)
The Corporate policy of pennissable absenteeism is 5% of the
available hours. Absence over 5% is considered excessive. The
supervisor should review the absenteeism records and counsel any
employee with an absence rate over 5%. The supervisor should
take into consideration not only the total percentage but the
reasons for the absence and past record attendance. Each
individual case will be considered separately when processing
personnel actions of any kind. Death in family, hospitalization
and recovery, jury duty, subpoenaed as witness and military leave
are not to be held against the employee. During the counsel,
the supervisor should stress the importance of attendance and
how it affects both the Corporations and the employee. Absence
also affects· the employee's promotional opportunities. Continued
excessive absenteeism may result in probation or termination.
Counseling sessions are to be documented and should require the
employee's signature and become part of the employee's record.
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It is the Corporation's objective to maintain reasonable working schedules of daily and weekly hours. The company encourages that the weekly
schedule shall be so arranged that employees have Sunday off. Employees
are not to work on Sundays except in situations such as emergencies,
peak periods, or other specific situations. In the event that employees
are required to work on Sunday they will be paid straight time or
premium overtime pay dependant upon the total hours worked in that
work week.
Holidays are the days that the Company observes paid time off.
They are considered as time worked for pay purposes. In the event
that the employees are required to work on scheduled holidays, they
will be compensated with additional straight time or premium overtime
pay based on the total hours worked in that work week.
In departments regularly scheduled to be open and functioning during
night hours (for exa~ple, EDP and Building Management), the basic
work week consists of five (5), eight (8) hour days, or a forty (40)
hour work week. These employees are· paid the regular pay based on
the job classification plqs a shift differential . No overtime is paid,
unless. the hours exceed forty (40) for the week.
State or local laws requiring fewer working hours or restriccing night
work of minors take precedence over the above policy.
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Employees assigned to work in the second and third shifts will
be paid a shift diff e rential to compensate for the inconvenience
of such working hours.
The amount of shift di fferential paid is determined by the guidelines set forth by Senior Management. Employees assigned to a
permanent shift will receive the allowable set percentage for
that shift. Those assigned to a rotating shift will receive the
allowable set percentage on all shifts.
Shift No. 1
Shift No. 2
Shift No. 3

8:00 a.m.
4 :00 p.m.
12:00 midnight

4:00 p.m.
12.00 midnight
8:00 a.m.

Shift differential will be paid to all employees working the
second and third shift with the following exceptions:
1.

2.
3.
4.
5.

PL· 1 (4n4)

Vacation
Illness
Jury Duty
Holiday
Death in Family
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All time spent traveling at the company's request during the
non-exempt employee's regularly scheduled working hours ~re to
be considered as hours worked. Exempt employees are not paid
for travel time occuring outside the standard forty (40) hour
week, yet they are considered to be "at work" while traveling.
Salary rates for exempt employees take into account the full
responsibilities of the positions and recognize the requirement
for some work beyond normal hours and/or normal work week.

AMPLIFICATION:

When an occasion should arise when it would be necessary for
non-exempt employees who do not ordinarily travel on company
ousines-s to make trips to other locations to transact company
business, attend meetings or special training classes, managers
responsible for approving travel time are to be guided by the
following policy:
It is the intent of the Corporations to avoid
scheduling business trips for employees which
require th.em to travel at any time other than
during their normal work week or work day.
In order to accomplish this intent, an attempt must oe made to schedule meetings,
business appointments, etc., at such time
during tne eight (8) hour day so that employees are not normally required to travel outside their work day.
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A formal review of perfonnance and salary is required for all errqJloyees
at the time of the individual employee's anniversary date of service or
twelve months following the most recent promotion. The act of promoting an employee fs to be accompanied by a promotiona1 increase (where
appropriate, in accordance with the provisions of the promotional
i'ncrease policy then in effect) and an annual performance/salary
review, based upon the performance level attained since the last
fonnal "annual" review of performance. -The "annual II increase granted
is to be pro-rated accordfog to the nurrber of complete months that
have passed since the last annual salary consideration.
11

II

Managerrent decisions regarding salary actions related to Annual Perfonnance Reviews and Merit Increases should be guided by the general
rules outlined in the. following AmplificationJProcedure. Exceptions
must oe acccmpanied by proper documentation explaining fully why the
individual case should not be subject to these aeneral rules. In
cases cf this sort, the proposed action to be taken should be submitted to the Compensation Department for review .prior to discussion .
·,ri'th the emolo 1ee for whom the action is beino considered. [f the
consultation results in agreement that the action is appropriate to
the individual case and will not be adverse to the interest of sound
salary Jdministration on a coroorate basis, the Compensation Department will indicate concurrence on the documents and the employee may
be told of the action. If agreement is not reached in this consultation, the proposed action may be submitted to the President's Personnel Committee for review and final action.
1

I

I
,1
I,.

•• •

-·

..

I

T l ~:'··•:,..

>t
~

I

I'.

" 111

.

I..._,/

+v==
·--.

.

ANNUAL PERFORMANCE REVIEWS
AND MERIT INCREASES

2/7/77

4

CATE EFFECTIVE

IRev~s;;;°;;

I

~/5/79
Revision No.

AMPLIFICATION:

•

C.14
PAGS_l_ oF

APPROVED BY

Original Issue Cate

NUMBER

I

SUPERCEOES

3/6/78

~

Genera 1 Gui de 1i nes on Ti ming 1 _ Amou_nt._i and Effe ct of Last Increase:
. 1.
2.

--

Formal performance reviews and merit increase considerations should
occur at least annually.
In the event of a promotion, to reward the employee on a merit basis
for performance in the former position, and to ensure that merit
consideration will continue to occur on a twelve-month frequency,
documentation of the employee's perfonnance11 in the former position
must be submitted with a pro-rated 11 annual merit adjustment. After
this action is complete, promotional salary consideration should be
made based upon the promotional increase policy in effect at the
time of the promotion; and the next annua·l merit considera t ion should
be schedu1ed for twelve months after the effective date of the promotion.
Example: Employee A is being promoted after having worked in a
position for 7 full months since the last annual merit consideration.
_
Action to be taken b suoervisor in
mot, on :
Employee's performance should be reviewed and documented based
upon the performance level attained during the past seven months.
An appropriate merit increase should be determined and awarded,
ba~ed upon 7/12 of the dollar amount that would have been awarded·
if• the same performance level continued in that position for the
full twelve months.
Action to be taken by _suoervisor in new . position ( after promotion):
The employee should be awarded~ promotional increase (if appro-

priate, based upon the provisions of the Promotional Increase
Policy then in effect) in addition to, and following, the prorated annual merit adjustment. The ·next annual review of performance and salary should be scheduled for ~Helve months from the
·
date of the promotion.
3.

If, at the time of annual merit increase consideration, the employee's
salary is less than 3% from the maximum and an increase is appropriate, the Employee Profile should reflect an increase in base
salary to the range maximum only. The Payroll Department should be
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requested to issue a separate check for the full annual balance of
the amount resu 1ting from a 3% i ncrea.se to the emp 1oyee I s base
salary. Thus, where an annual merit increase is appropriate, no
increase should total less than 3%, but no base salary (as reflected on the Employee Profile) should exceed the salary range maximum,
unless approval is obtained from the President's Personnel Corrmittee.
Example:

Salary Range Maximum:
Employee's Current Base Salary:

$10,000
9,852

Submit an Employee Profile increasing the base salary to $10,000
(a 1 .5% increase) and request .the Payroll Department to issue a
special check for $148 (the remainder of a 3% increase to the
$9,852 base salary), less withholding taxes.
·
4.

\
5.

If an employee's current salary is at the maximum of the salary
range and there has been no salary adjustment during the 12 months
preceding the current annual merit consideration, the Payroll Department should be requested to issue a special check for 3% of the
employee's salary (with appropriate withholding taxes), but the
base salary (as reflected on the Emoloyee Profile) should not be
increased beyond the maximum of the salary range, unless ao-oroval
is obtained from the President's Personnel Corrmittee.
If the employee's current base salary is above the maximum, there

is to be no increase granted until such time as the range maximum

increases to the point where the employee's salary again falls
~thin the range for the position, unless approval is obtained
from the President's Personnel Corrrnittee.

4.17~

6.

The Average Ratings, which are reported on the Employee Profile and
used to determine the Rating Category, are to be stated in whole
numbers (Non-Exempt ratings of 78, 82, 93, etc.; Exempt ratings of
04, 05, 08, etc.). In cases where rounding upward to the next
whole number would cause the Average Rating to cross into a higher
Rating ~Category (e.g., 84.6 for a non-exempt employee or 6,7 for
an exempt employee), the reviewer should take care to report the
Average Rating whole number which will produce the Rating Category
that best describes the employee's overall perfonnance.

7.

For all performance ratings and merit increases, a narrative appraisal should be included, substantiating the action in specific,
measurable details. A developmental plan outlining the goals and
objectives assigned to the employee should be a part of the
appraisal process.
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Specific Non-Exemot Employee Guidelines:
The non-exempt employee's performance is rated primarily on three factors

(refer to Fann P-112):

l.

2.
3.

Quantity of work
Quality of work
Attendance and Tardiness

Because of the special ·nature of some positions (e.g., requ1r1ng direct
subscriber or customer contact), other appropriate objective rating
factors may be added. The reviewer is to use the most objective data
available to detennine a rating for quantity and quality of work· (and
any other objective rating factors tailored to the position). The
average for these factors will produce an Av.erage Rating, which should
be reported as the employee's Performance Rating on the Employee Profile. The Average Rating will dictate the Rating Category to be used
when determining an appropriate Percentage Increase from the chart
which follows. The employee's Attendance and Tardiness record, along
with other factors being reviewed at the ti me of the performance review
(e.g., Knowledge of Job, Dependability, Adaptability, Attitude, etc.),
should be used to guide the reviewer in detennining the appropriate
Percentage Increase, using the following chart as a guide. In clearly
documented cases of excessive attendance problems or other valid concerns, where the increase associated ·with the perfonnance rating will
result in too great an award, a lesser increase may be granted.

RATING

CATEGORY
Marginal
Adequate
Competent
Cormiendable
Distinguished

.,

'

NUMERIC AVERAGE RATING

'

NON-EXEMPT

l

.

Below 68
68 - 75
76 - 84

i

.
i
i

;

EXEMPT

PERCENTAGE
,

0 - 2
3 - 4

5 - 6

85 - 92

7 - 8

93 - 100

9 - 10
_o(_,,

3/3/~

· INCREASE

l

\.

I, ·
!•

BLUE CROSS/BLUE SHIELD OF FLORIDA
DATA S[HVICES SAL/\RY RANGES

SALARY
GRADE

MIN !MUM
WEEKLY
ANNUAL

MIUPOINT
WEEKLY
ANNUAL

MAXIMUM
WEEKLY
ANNUAL

9

$247.00

$12,844

$308.00

$16,016

$370.00

$19,240

10

285.00

14,820

356.00

18,512

428.00

22,256

11

324.00

16,848

406.00

21 , 112

487.00

25,324

12

366,,00

19,032

457.00

23,764

549.00

28,548

13

414.00

21 ,528

517.00

26,884

620.00

32,240

14

458.00

23,816

572.00

29,744

687.00

35,724

15

521 .00

27,092

651 .00

33,852

781 .00

40,612

16

600.00

31,200

750.00

39,000

900.00

46,800

17

697.00

36,244

871 .00

45,292

1046.00

54,392

TtlESE SAi.ARY RANGES ARE EXTREMELY CONFIDENTIAL.
THEY ARE DISTRIBlJTED TO MANAGEMENT PERSONNEL FOR
THEIR USE IN DAILY SALARY ADMINISTRATION. IT IS
AGAINST COMPANY POLICY FOR THESE RANGES TO BE
DISCLOSED TO ANY UNAUTHORJZF.O PERSON OR AGF.NCY
WITHOIIT THE APPROVAL OF THE VICE PRESIDENT OF

PERSONNEL.
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• Specific Exempt Employee Guidelines:
The exempt employee's perfonnance is rated on any number of categories
which are applicable to the position and defined in the corporate
Exempt Perfonnance Review Form. Using a scale of 1 to 10 for each
category, and justifying the score with appropriate corrments, an Average Rating 1s derived. This Average Rating is to be reported as the
employee's Perfonnance Rating on the Employee Profile. The Average
Rating will dictate the Rating Category to be used when determining
an appropriate Percentage Increase from the cha rt on the. preceding
page. · rn clearly documented cases where the . increase associated with
the performance rating will result in too great an award, a lesser
· increase may be granted.
·
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Revision No.
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POLICY': -As a general policy, employees who are promot~d will receive an appropri·ate promotional increase effective on the date of the change in
jobs. Decisions regarding salary action related to promotions should
be guided by the general rules outlined in the contents of the following Amplification/Procedure. Exceptions must be accompanied by proper
documentation eiplaining fully why the i-ndividual case should not be ·
subject to these general rules. In cases of this sort, which cannot
be handled within the provisions of this policy, the highest level of
management within the division in which the promoted employee will
work wi'll determine, in conjunction with the Compensation Department,
an appropriate promoti·onal salary action which will properly place the
employee in the new salary range. If agreement is reached in this
consultation, the Compensation Department will ·indicate concurrence
on the documents, and the salary action can be col11'Tlunicated to the
affected employee. If agreement is not reached, the matter may be
referred to the President• s Personne 1 Col11'Tli ttee.

.

Promotions or transfers of employees must be followed by a probationary parted (90 days for non-exempt; 6 months for exempt employees),
witfi. documentati-on of sattsfactory performance provi'ded in a forma 1,
wri'tten ·promotional perfonnance review at the end of the probationary
period. Completion of the promotional probationary period is not to
be accompanied by a salary increase, as the promotion award is·
granted effective on the date of the promotion •
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AMP LI FI CATION:
The chart which follows indicates the promotional salary increase actions

which are normally appropriate in a given situation:

"*

lll£w_~ L l) 1 ~
l --t,\_

SI11JATION ·

CAJY\lli.1 .H ,\.~_L_-h ~

NORMAL ACTION

1

i

,.. One Grade Promo ti on
Current salary below minimum for new grade

Gt ant tl.c doll att!!Wf; ff&rene-e between

One Grade Promotion
Current salary above minimum for new grade

Grant the dcJJa, di ffw, ence between

Multiple Grade Promotion

Contact the Compensation Department in
all cases. Corporate average promo- ,
tional increases, average salary of
t
peers, and new range minimum will be
considered.

the minimums, not to exceed 90% of the
range midpoint.

the minimums, hot to exceed 110% of
the new range midpoint.

Effect of Promotion on Annual Performance/Salary Review
In the event of a promotion, to reward the employee on a merit basis
for performance in the fonner position, and to ensure that merit consideration will continue to occur on a twelve-month frequency, documentation of the employee's perfonnance in the former position must be submitted with a pro-rated "annual" merit adjustment. After this action
is complete, promotional salary consideration should be made based upon
the promotional increase policy in effect at the time of the promotion,
and the next annual merit consideration should be scheduled for twelve
months after the effective date of the promotion .
Example: Employee A is being promoted after having worked in a posi"tion
for 7 full months since the last annual merit consideration.
Action to be taken by supervisor in present position (before oromotion):
Employee's performance should be reviewed and documented based upon the
performance level attained during the past seven months. An appropriate merit increase should be determined and awarded, based upon 7/12

.d..,"7:::
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of the dollar amount that would have been awarded if the same performance level continued in ·that position for the full twelve months.
Action to be taken by supervisor in new position (after promotion):
The employee should be awarded a promotional increase (if appropriate,
based upon the provisions of the Promotional Increase Policy then in
effect) in addition to, and following, the pro-rated annual merit
adjustment. The next annual review of perfonnance and salary should
be scheduled for twelve months from the date of the promotion.
Documentation Reguired
A written review of the qualifications justifying an employee's selection
for promotion must be prepared at the time the selection takes place. A
memorandum outlining the promoted emp 1oyee I s perfonnance in the fa 11 owing
areas must be prepared by the selecting supervisory authority, signed by
the selected employee, and attached to the Employee Profile effecting the
promotion:
Past Performance • Summary of results of most recent perfonnance review on file.
Trainino/Education • Special job related trai~ing or educational qualifications
possessed.
Experience • Job-related experience possessed.
Expectations • Goals and objectives to be accomplished in the new· position prior
to the next performance appraisal point.
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POLICY: . A demotion which occurs because of no fault of the employee (i.e.,

· the demotion is the result of an action that is independent of the
employee and in the best interest of the corporation) will not normally result in a decrease in the affected employee's pay rate·, if
the new range maximum is not exceeded. A demotion which is the result of an employee's performance in a higher-graded job will normally be accompanied by an appropriate downward salary adjustment.
Management decisions regarding salary actions related to demotions
should be guided by the general rules outlined in the contents of
the following Amplification/Procedure. Exceptions must be accom~
panied by proper documentation explaining fully why the individual
case should not be subject to these general rules. In cases of
this sort, the highest level of management within the division in
which the demoted employee is to work will determine, in consultation with the Compensation Department, an appropriate salary action
which will properly place the employee in the salary range for the
position. !f agreement on an appropriate action is reached in this
consultation, the Compensation Department will indicate concurrence
on the documents and the salary action can be communicated to the
affected employee. If agreemant is not reached, the matter may be
referred to the President 1 s Personnel Committee.

I

I

I
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Revision No.
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NEW POLICY

AMPLI F!CATION:

Occasionally, the corporation may find it necessary to eliminate or combine
positions as a result of procedural improvements, technological changes,
corporate restructuring, or workforce reduction for any other reason. In
the event that the corporation takes any such action which is solely in its
best interest, and is completely independent of any employee's performance,
and a demotion results, the base salary of the affected employee will not
nonnally be reduced unless the new position's range maximum is exceeded.
Any salary above the range maximum may be reduced accordingly.
If an employee is derooted because of an inability to satisfactorily perform in a higher-graded position, the employee's salary normally will be
reduced. If the employee is being demoted to a position previously held,
the salary nonnally will be reduced to the rate previously attained in
that position. If the employee is being demoted to a position not previously held, the salary nonnally will be -reduced to the average pay rate
of the employees performing like work in the work unit (cost center, department, or division in which like work is· being performed), to the
compa-ratio attained in the higher-graded position or to some other reasonable and equitable point in the salary range. The Comcensation Deoartment of the Human Resources Divi-sion must be consulted for assistance in
the settino of a salary action related to a demotion prior to it being
communicated to the affected emoloyee.

I

I
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POLICY:

AMPLIFICATION:

Current job description of every job in every cost center in
the Corporations will be maintained by the Compensation Department.
A job description provides basic orientation to the purpose,
scope, functions, authority, key relationships, and accountabilities of the positions. It is the responsibility of line
management to keep the job descriptions within their department current and accurate. Job descriptions should be reviewed annually to determine if any appreciable change has
taken place. Job descriptions must be written for new proposed
positions.
The Comp.e nsation Department will aid line management in the
preparation of job descriptions by:

PL · 1 (4n4)

1.

Offering consultative services.

2.

Maintaining a file on job descriptions for the Corporations.

3.

Analyzing proposed position content making recorrnnendations
where necessary for changes either in position content or
organizational relationships.
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New Policy

Significant reorganizations within or across any Divisional
ooundaries ITil.lst be approved by the Executive Staff of the
Corporations before being in,ple.TTiented.
Significant organizational changes may be broadly defined as
organizational structure revisions which will result in one
or a combination of the following sets of circumstances:
. A new level of ma.n.agemer1t will be created; for example,
Director, Assistant Director, Manager, Assistant Manager
or Supervisor position(s) will be created in an organizational
unit (cost center, depar1Jnent, or division) which currently
does not have the level(s).
The proposed organizational change will increase the
staffing level of the Division(s) affected; for example,
an organizational c.11.ange which will require the staffing
level to exceed the level which has been budgeted.
The proposed organizational change will significar1tly
decrease the staffing level of the Division(s) affected;
for example, an organizational change which will result
in the abolishment of a function, thus requiring placement or layoff of rrore than ten people.
The proposed organizational change will result in the
rrovement of an entire function or depar1Jnent between
Divisions, thus possibly impacting tl-ie internal cost
allocation system, i.e., the balance of private to
government business costing mechanisms.
Other similar circumstances which to a prudent person
would appear to have corporate significance.
The Executive Staff may establish an Organization Cormnittee
to which it can refer organizational change proposals for
initial review and recommendation.
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New Policy

Meal allowances will be set by the Executive Staff of the
Corporations and will be payable to all exempt employees
when working at times outside of their nornia.lly scheduled
work ho'l.Ir'S and/or for longer periods than is considered
reasonable.
Conditions for Approval of Meal Allowances:
• 'When any exempt employee works (in addition to the
normally scheduled work day) for a period of two hours
before or after the scheduled w::,rk day, a meal allowance
is payable.

. wnen

any exempt employee works for a period of four hours
or rrore on a day other than a nonnally scheduled work day,
a meal allowance is payable .

An exempt employee who .is "called in" to ?,Ssist in solving
a production problem will be. eligible for a meal allowance

if the actual "wOrk time ·cnot including travel time) exceeds
two hours.
.Anount and Hours:
• A meal allowance of $2.00 will be payable if the exempt
employee's vvark outside of nornia.lly scheduled work hours
occurs betwee.T1 12: 00 midnight and 8: 00 A.M.
• A meal allowance of $2.00 will be payable if the exempt
employee's work outside of normally scheduled work hours
occurs bet'ween 8 :00 A.M. and 4:00 P.M.
• A meal allowance of $5.00 will be payable if the exempt
employee's work outside of normally scheduled work hours
occurs between 4 : 00 P .M. and 12 : 00 midnight.
The time period in which the largest portion of the covered
work hours is oerformed will dictate t½e am:::>unt of the meal
allowance in c~es where the work is performed in more than
one of the time segments defined above.
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New Policy

The individual exempt employee will determine if the work
performed during the excess work hours j ustif ies requesting
a meal allowance. As a general guideline, i f t he excess
hours being worked are purely discretionary and not required
by the pressures of a project deadline, a requirement to use
office equipment or files, or a similar set of circumstances,
it would be inappropriate to request a meal allowance. It
is also inappropriate to requesT a meal all owance for a time
period .for which any form of overtime payment is being received
or when actual expenses are being reimbursed according to
receipts.
For meal allowances which are payable according to the
provisions of this policy, any superior of t he exempt employee
having Financial Division approval to authorize petty cash
expense reimbursement vouchers may authorize payment of the
appropriate amount.
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CATE EFFECTIVE

1-16-76
SUPERCEOES

Detailed information is

oENEFIT

WHEN YOU ARE ELIGIBLE

WHAT YOU RECEIVE

Group Life Ins.

After 90 days of employment

Amount is in proportion to employee's salary. Company buys
$2,500 while the employee purchases the remainder through
payroll deduction.

Blue Cross/Blue
Shield Ins.

After 90 days of employment

Fully paid individual coverage
for Blue Cross, Blue Shield
and Major Medical. For family
coverage, the Corporations
share the cost with the employee.

Accident Insurance

First day of employment

Equal contribution, by the
Corporations and employee; up
to $50,000, 24 hour accident
coverage for employees whose
jobs require frequent travels.

Travel Accident
Insurance

First day of employment

Fully paid. Covers all employees not covered by any other
accident insurance sponsored
by the corporations; up to $50,
000 coverage while traveling
on company business.

j

Disability Benefits

After one (1) year employment

Fully paid. After five (5)
months of total disability, 50;.
of monthly base salary, $50 pe1
month minimum benefit payable
under the program.

Holidays

After one day of employment

Seven paid holidays: HeT)
Year's Day, Good Friday, Hemorial Day, Independence Day,
Labor Day, Thanksgiving Day,
and Christmas.

Vacation

After 1 year of employment

One to five years of service 2 weeks; Five to fifteen years
of service - 3 weeks; Fi£teen
years of service - 4 weeks.

PL - 1 t4n4,
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BENEFIT

WHEN YOU ARE ELIGIBLE

WHAT YOU RECEIVE

Retirement

Three (3) years after day of
employment, and after you have
attained age 25 but not reached
age 55.

Fully paid. Provides employee with income security
(in addition ·to social security) upon retirement.

Social Security

Compliance with social security
administration rules.

Equal contributions by the
Corporations and employee,
according to existing laws.

Unemployment
Compensation

Compliance with the Florida
Unemployment Insurance Laws

Fully paid by the corporations. Amount is set by
the state.

Workmen's
Compensation

First day

Jury Duty

After 90 days of employment

Employees will receive
full pay, in addition to
jury pay for the required
period of time.

Death in Family

After 90 days of employment

Three (3) days for a member
of the immediate family.

Doctor's Visit

After 90 days of employment

Two (2) hours allowable
with pay.

Credit Union

After 90 days of employment

Convenient savings and
loans through payroll deductions.

· Insurance

After 90 days of employment

An "Insurance Planning

OF

Employment

Fully paid Jnder
Compensation Act
disabling injury
in the course of

Workmen's
for any
suffered
work.

I

Service" where the employee
may discuss insurance needs
with a well qualified counselor.
Daily Breaks

01

.

1

JAMA\

First Day of employment

Two 15 minute breaks, one
in the morning and one in
the afternoon.
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BENEFIT

WHEN YOU ARE ELIGIBLE

WHAT YOU RECEIVE

Tuition
Reimbursement

After 90 days of employment
provided registration takes
place after employment date.

Reimbursement depends
on grade attained:
A 100%
B 100%
C 80%
D or below 0%

Blood Bank

First day of employment

Provides free blood
for the employee and
his family.

Parking

First day of employment

All employees are
provided with reserved parking at
nominal charge.

Dispensary

First -day of emplo~nt

First aid facilities
are equipped to administer temporary
care for illness and
accidents.

Severance Pay

At least 90 days of employment

One (1) week or two
(2) weeks pay d_e pending on length
of service and if
employee is ·released
without notice. Each
case will be consider~
ed individually.

Sick Pay

After 90 days of employment

3 montl;ls of service,
less than 1 year - 2
weeks; 1 to 2 years 2 weeks at full pay,
4 weeks at 70% of
base salary; 2 years
to 3 years - 3 weeks
at full pay, 8 weeks
at 70% of base salary; 3 years to 4
years - 4 weeks at
full pay, 12 weeks
at 70% of base salary; 4 years to 5
years - 5 weeks at

/A,r,A\
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WHEN YOU ARE ELIGIBLE

WHAT YOU RECEIVE
full pay, 16 weeks at
70% of base salary;
more than 5 years 6
weeks at full pay;
20 weeks at 70% base
salary.
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A Basic Group Life Insurance protection plan has been
established for every regular, full-time employee in
which the Corporations provide 50% of the cost, while
the employee purchases the remainder through payroll
deduction.
Supplemental Group Life Insurance protection is available, at employee option and totally at
employee cost, for all regular, full-time employees
with a minimum annual salary of $5,000.
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Eligibility
All regular, full-time employees are required to participate in
the Basic Group Life Insurance Program, as stipulated in the
contract with the Equitable Life Assurance Society of the United
States, the underwriters of this program. The Supplemental Life
Insurance protection is purely optional for eligible employees,
and is completely paid for by the employee through payroll
deduction. Coverage begins on the first day of the month
following completion of ninety days of service.
Coverage
Basic Group Life Insurance Program

\

The Basic Group Life Insurance Program provides coverage
equal to two times the employee's annual salary. For the
purpose of computing the coverage on an individual, all
annual salaries are :rounded upward to the next thousand
dollar mark. Example: An annual salary of $7,090 would
have coverage based on the multiple of $8,000, providing
$16,000 Basic Group Life Insurance coverage.
Benefits are payable upon death according to the "Multiple
of Earnings" schedule described above. fuuble indemnity
benefits are payable if the employee suffers a loss as a
result of accidental injury caused directly and exclusively
by external, violent and purely accidental means and ir1dependent of other causes . The accident must happen while the
employee is insured and the loss must occur within 90 days
after the date of the accident.
The amount set forth in the Multiple of Earnings schedule is
payable for loss of:
1.
2.
3.

4.

Life
Both hands or both feet
Sight of both eyes
Any combination of foot, hand or sight of one eye

One half of the amount set forth in the Multiple of Earnings
schedule is payable for loss of:

\'-- -

1.
2.

3.

One hand
One foot
Sight of one eye
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Supplemental Group Life Insurance Program
Employees with an annual salary of $5,000 or more have the
option of purchasing supplemental group life insurance equal
to the amount of the employee's annual salary. Th.is coverage
is made available to eligible employees at attractive group
rates (the total amount is to be paid for by the employee).
For the purpose of computing the coverage on an individual,
all annual salaries are rounded upward to the next thousand
dollar mark. Example: An annual salary of $7 , 090 would have
coverage based on the multiple of $8,000, providing $8,000
Supplemental Group Life Insurance Coverage.
All employees, upon completion of the probationary period,
will be given a booklet outlining the schedule of benefits,
description of the terms, and the conditions of the coverage
under the life insurance program.
l\.._

Under the program, the total coverage provided by Basic Group
Life and Supplemental Group Life may not exceed $150,000
(the double indemnity provision is not considered in
establishing this limit) .
LEAVES OF ABSENCE
Dnployees contemplating an approved leave of absence may
continue participation in the Basic Group Life Insurance,
and the Supplemental Life Insurance programs on the same
cost and benefit basis as active employees, provided the
employee continues to pay premiums. Premiums may be paid
in a lump sum prior to leave, or mailed in m:mthly, and
must be paid on or before the first day of the month for
which coverage is to be provided. Coverage may be continued
for the duration of the leave, not to exceed six months.
Jtrrrangements can be made by contacting the Payroll Benefits
Administrator, Payroll Department, during out-processing
before leave begins.
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TERMINATION OF EMPLOYMENT
Upon termination of employment, the individual may, within
thirty-one days, make application for any type of Individual
Life Insurance Policy issued by the Equitable Life Assurance
Society of the United States (except a policy of term
insurance or a policy providing benefits in the event of
total and permanent disability or additional benefits for
accidental death) by applying directly with an agent licensed
to sell their policies. The arrount the employee may convert
may, at option, be equal to or less than the amount terminated
under the Basic Group Life Insurance Policy·.
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MULTIPLE OF EARNINGS SCHEDULE

.Annual
Sal
$ 5,000

$10,000

$ 5,000

$ 6,000

$12,000

$ 6,000

$ 7,000

$14,000

$ 7,000

$ 8,000

$16,000

$ 8,000

$ 9,000

$18,000

$ 9,000

$10,000
\_

Supplemental
Life Insurance
Coverage*

Basic
Life Insurance
Covera e 2't

I

$20,000

I

$10,000

$11,000

$22,000

$11,000

$12,000

$24,000

$12,000

$13,000

$26,000

$13 , 000

$14,000

$28,000

$14,000

$15,000

$30,000

$15,000

$16,000

$32,000

$16,000

$17,000

$34,000

$17,000

$18,000

$36,000

$18,000

$19,000

$38,000

$19,000

$20,000

$40,000

$20,000

$25,000

$50,000

$25,000

$30,000

$60,000

$30,000

)':For the purpose of computing the coverage on an individual, all annual salaries are
rounded upward to the next thousand dollar mark . Example: An annual salary of
$7,090 would have coverage based on the multiple of $8,000, providing $16,000 of
Basic Life Insurance Coverage and $8,000 Supplemental Life Insurance Coverage .
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All regular, full-time employees with eligible dependents may
participate in the Dependent Group Life Insurance Program
through payroll deduction.

-
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Eligibility
1.

All regular, full-time employees who participate in
the Employee Group Life Insurance Program may also
participate in the Dependent Group Life Insurance

Program.
2.

Eligible dependents are the employee's spouse (except
if legally separated) and unmarTied children from 14
days of age to age 19. Unmarried children are also
eligible from 19 years of age to age 23 if they are
full-time students.

3.

No person is a "dependent" if eligible for this plan
as an employee.

Plan of Insurance
Benefits are payable to the enrolled employee in the event
of the death of an insured dependent (as defined above).
Insured

.Amount

Spouse

$5000

Age of Child

2 weeks but less than 6 months
6 months but less than 2 years
2 years but less than 3 years
3 years but less than 4 years
4 years but less than 5 years
5 years but less than age 19 or age 23
if full-time unmarried student

100
600
1200
1800
2400
3000

LEAVES OF ABSENCE
Employees contemplating an approved leave of absence may
continue participation in the Dependent Group Life Insurance
Program on the same cost and benefit basis as active
employees, provided the employee continues to pay premiums.
Premiums may be paid in a lump sum prior to leave, or mailed
in monthly, and must be paid on or before the first day of
the month for which coverage is to be provided. Coverage
may be continued for the duration of the leave, not to exceed
six months. Arrangements can be made by contacting the Payroll Benefits Administrator, Payroll Department, during
out-processing before leave begins.
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Protection After Termination

A. If the spouse's Group Life Insurance terminates due to the
enrolled employee's retirement or death or under such circumstances that ·the employee has a privilege of conversion,
such person may obtain an individual policy of life insurance
upon the same conditions as those applicable to the employee.
The anount such person may convert shall be the amount for
which such person's life was last insured under the Group
policy, except that if such person has a privilege of conversion because the Group policy is terminated or amended,
such amount may not exceed $2000, if that is less. This
privilege of conversion is not available to the children of
the employee.

B. If a Dependent's Group Life Insurance is terminated due to
the employee's termination of employment or retirement and
the Dependent dies within 31 days thereafter, or if a Dependent's Group Life insurance is terminated due to the
death of the employee and the Dependent dies within 6 months
thereafter, the Program will pay the amount of Group Life
insurance for which the Dependent was last insured.
No payment shall be made under this paragraph B, if ( i) at
the death of the Dependent he is eligible for insurance
under the Group Life policy as an Employee, or (ii) at the
date of a child's death, he is married or has attained the
limiting age.
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Comprehensive health coverage is made available to
every regular, full-time employee at minimum cost.
Comprehensive family coverage is also available
for an additional premium amount.
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Eligibility
1.

Group Health Coverage is available only to regular, fullt:une employees under the age of 65.

2.

The employee must have completed ninety days of employment.
Coverage is effective on the first day of the month following
completion of ninety days of employment. Employees who
transfer to the florida Plans, after having satisfied the
eligibility waiting period at the prior plan, will be covered
effective from the first day of employment with the Florida
Plans.

3.

New employees may obtain the same group coverage prior to
completion of the eligibility waiting period by requesting
that the full cost of the group contract be deducted from
their paychecks until such time as they become eligible for
the company provided coverage.
Note: In the event that several health care options are
available to employees, early enrollment will be offered for
each option on the same full-premium basis.

4.

The family contract selected by the employee will also apply
to the employee's eligible dependents. An unmarried dependent child on a family contract is covered until the end
of the calendar year in which he/she becomes 19. If attending an accredited college or university, the dependent is
eligible until the end of the calendar year in which he/she
becomes 23.

5.

If an employee chooses a family health coverage contract, all
eligible members of the imnediate family must be covered
under that type of contract. However, if an employee and the
employee's spouse or dependent child both W'.)rk for the Corporations, each may select different single contracts; thus,
a husband and a wife who both work for the Corporations may
choose a family Blue Cross and Blue Shield (Regular Option)
contract, a family HMP contract, or any combination of single
contracts.
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6.

After a health coverage option has been selected by an employee, the employee has ten days to reverse the decision,
with any premiums paid being refunded.

7.

fan employee may only change health coverage programs or up-

grade (from a single contract to a family contract within
the same program) within sixty days of marriage or during
open enrollment periods, which normally occur annually.
Exceptions to this rule nn..lSt be approved by the Manager of
Employee Benefits.
Coverage

, __

Coverage is to be defined in a formal group contract. The program is designed to provide protection for the employees and
their immediate families in the event of illness and/or hospital
confinement. The program may be revised from time to time to
provide employees with the best possible benefits.
Claims Review Procedure
Blue Cross of Florida, Inc., and Blue Shield of Florida, Inc.,
provide the following claims review procedure for members of a
group participating in a plan subject to the Employee Retirement
Income Security Act of 1974.
1.

In the event a claim is denied in whole or in part, the member will receive a written notice explaining the reason for
the denial, and referring to the plan provision upon which
the denial is based. If a claim is denied because of insufficiency of medical information, a description of necessary additional information will be provided, together with
an explanation as to why the info:rnia.tion is necessary.

2.

If the member desires review of the denial, a written request
for review should be submitted to the appropriate division
of Blue Cross and/or Blue Shield of Florida within ninety
(90) days after the member receives the written notice of
denial. This request for review must be accompanied by all
written documentation that the member desires to be considered.
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The appropriate claims department will review the denial of
the claim and within sixty (60) days after receipt of the
written request for review, a written notice of the decision
shall be furnished to the member. However, special circumstances such as delays by the employee, hospital, etc., in
submitting necessary information may require an extension of
this sixty (60) day period. The individual or indiviquals
conducting the review may confer with medical consultants
where necessary to render the decision.

Leaves of Absence

I

'

Employees contemplating an approved leave of absence may continue
participation in the group health coverage program on the same
cost and benefit basis as active employees, provided the employee
continues to pay premiums. Premiums may be paid in a ll.llTip sum
prior to leave, or mailed in monthly, and must be paid on or
before the first day of the month for which coverage is to be
provided. Coverage may be continued for the duration of the leave.
not to exceed six months . Arrangements can be made by contacting
the Payroll Benefits Administrator, Payroll Department, during
out-processing before leave begins.
Termination of Employment
A terminated employee will be covered under the provisions of the
group contract until the last day of the month for which a premium
has been paid through payroll deduction. Continued coverage is
available if the employee wishes to remain a subscriber of a contract offered on a direct pay basis, or, if employed where there
is a Blue Cr-Dss and Blue Shield group, membership may be transfered to that group.
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Active, full-time Management, Administrative and Marketing
employees whose jobs require frequent travel and under age
70 are eligible for $50,000 Travel Insurance Group Policy,
covering accidental death or dismemberment 24 hours a day
to supplement Workmen's Compensation coverage. The cost
of the insurance is borne jointly by the Corporations and
the employee.
Coverage
If an insured employee suffers a loss specified in the schedule
of benefits of the policy as a result, directly and independently of all other causes, of bodily injury effected solely through
accidental means, the insured or the beneficiary will be paid
the amount specified for such loss.
A partial schedule of compensation follows:
1)

Loss of life - the principal sum $50,000.

2)

Permanent loss of sight in both eyes, both hands
or both feet - principal sum of $50,000.

3)

Permanent loss of one leg or one arm - one half the
principal sum.

The complete schedule of Compensation is listed in the Master
Contract which is kept on file in the Compensation Department,
Benefits Section. The total amount payable shall in no event
exceed the Principal Sum for all losses su_s tained by any one
insured employee.
Limitations
The travel and accident insurance policy does not cover death,
injury, or dismemberment from any one or more of the following:

PL· 1 {4/74)

1.

Intentionally self-inflicted injuries, suicide or any
attempt thereof, while sane or insane.

2.

Declared or undeclared war or any act thereof.

3.

Accident occurring while the insured is serving on
f ull-time active duty in t he Armed Forces of any
country or international auth ority.

4.

Illness, disease, pregnancy, childbirth, miscarriage,
bodily infirmity or any bacterial infection other
t han bacterial infection occurring in consequence of
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an accidental cut or wound.

5.
a)

Travel or flight in any vehicle or device £or aerial
navigation including boarding or alighting therefrom,

while being used for any test or experimental purpose;
or
b) while the insured is operating, learning to operate
or serving as a member of the crew thereof; or
c) while being operated by or for or under the direction
of any military authority, other than transport type
aircraft operated by the MilitarJ Air Transport
Service (MATS) of the United States of America or the
similar air transport service of any other country; or
d) any such aircraft or device which is owned or leased
by or on behalf of the Policyholder or any subsidiary
.or affiliate of such Policyholder.
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POLICY:

Active, full-time regular employees under age 70 excluding
those insured under any other company sponsored Insurance
Policy are covered while traveling on company business outside
of location of home and/or office. The cost of this insurance
is fully paid by the Corporations.

AMPLIFICATION:

If an insured employee suffers a loss while on the business of
the Policyholder and during the course of any bonafide trip at
the direction of Policyholder, the insured or the beneficiary
will be paid the amount specified for such loss.
A partial schedule of compensation follows:

1)
2)

(

3)
4)

I

5)

6)

Loss of Life - $50,000.
Permanent loss of sight in both eyes, both hands or both
feet - $50,000.
Permanent loss of one hand and one foot_ - $50,000.
Permanent loss of either hand, or foot, and sight in one
eye - $50,000.
Permanent loss of either hand or foot - $25,000.
Loss sight of one eye - $25,000.

The complete schedule of Compensation is listed in the Master
Contract which is kept on file in the Compensation Department,
Benefits Section.
Limitations
The travel insurance policy does not cover any loss, fatal, or
non-fatal, caused by or resulting from:

01

_ 1
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1.

Suicide, or any attempt thereof while sane or self
destruction or any attempt thereat while insane;

2.

Disease of any kind;

3.

Bacterial infections except pyogenic infections which
shall occur through an accidental cut or wound;

4.

Hernia of any kind;

5.

Injury sustained in consequence of riding as a passenger or
otherwise in any vehicle or device for aerial navigation
except as provided in the Master Contract;

6.

Declared or _undeclared war of any act thereof;

7.

Service in the military, naval or air service of any
country.
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Employees are enrolled in the Blue Cross Association (BCA) national long term disability program after completion of one year of service. The disability retirement program for employees who become
totally and permanently disabled supplements the Social Security
Act to provide a minimum benefit of fifty percent of salary.
All regular full-time employees, who as of January 1, 1974, have
worked for one year for any Blue Cross and Blue Shield Plan.
Note: Full time employees not employed for one year on JanuarJ 1,
1974, will be covered as of the first day of the month
next following the completion of one year of service. Coverage ceases at the earlier of the employee's 65th birthday,
retirement, or termination of employment.
Eligibility
The employee must be so disabled as to be wholly prevented from
working in the occupation comparable to that which was held at the
time the disability occurred. This determination will be made on
the basis of medical evidence submitted to the National Employee
Benefits Administration.
Permanent and total disability need not exist to- receive benefits
for the first two years, but a condition of temporary disability
is required.
On the second anniversary of the origianl date of disability.,
evidence will be required to determine if the employee's medical
condition permanently prevents the return to employment comparable
to that held at the date of disability.

If the covered employee becomes disabled as a result of a medical
condition which existed prior to being covered under the program,
benefits will be payable provided the employee was actively at
work on the effective date of coverage under the program.
A covered employee shall not be eligible for benefits under the
program until application has been made for Social Security dis-ability benefits. However, approval for benefits under this
program is not conditional upon approval for benefits from Social
Security.
Retirement Program.
If a disabled employee begins to receive payments for the Plan's
Retirement Program,. the disability benefit will be offset by the
amount of the retirement benefit. If the retirement benefit is
greater than the full disability benefits, the disability benefit
will be discontinued.
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Exclusions
An employee shall not be eligible for benefits if the disability was incurred

prior to the effective date of coverage or if the disability arose out of:
a)

service. in the armed forces of any country

b)

intentionally self-inflicted injury

c)

wrongful use of narcotics

d)

participation in a felonious criminal act which results in
conviction of the employee in a court of law.

Amount of Benefits
Benefits begin after an employee has been absent from work for five months and
medical evidence certifying complete disability is submitted to the Plans and
approved by BCA. The amount of month disability benefit is:

r· _, ,

50% Of the employee's basic compensation rate (that is the employee's
monthly salary, exclusive of bonuses and overtime, as of the December
31st next preceding the date the disability occurs; or, _if the disabled
individual was not employed by the Plan on the prior December 31, then
the basic monthly salary as of the date of employment).
Less 100% of the employee's primary disability benefit payable under
the Social Security Act in effect at the time the employee becomes
eligible for benefits under this program. (The primary benefits is
then awarded to and does not include benefits payable to the employee's
spouse or dependents.
Should the disability benefit determined in this manner be less than $50.00
per month, the disabled employee would receive $50.00 per month, the MIMIMUM
BENEFIT payable under the program.
The National Employee's Benefits and Compensation Committee reserves the
right to require medical evidence at any time, either before or after the
second anniversary of disability, if in the opinion of the committee, such
evidence is necessary. The cost of any medical examinations will be borne
by the Program.
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TO :Corporate Management
Manual Holders
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FROM :Bob Baker, Director J..9 i--

:. (_ . .

DATE 5/15/80

~1.JL1!,-<-.

: Compensation & Benefits

1-S

SUBJECT: Revision to Policy D.06 -- Holidays
The attached update is being supplied for inclusion into your above mentioned
manual. The 1980 schedule provides for a full day holiday on the day after
Christmas to replace the one-half day holiday on Christmas Eve for 1980.
Please replace Policy D.06 issued 3/6/78 with this revision.
Also, please communicate this change to all employees in your area of responsibility. As a reminder, May 26th is the official Memorial Day observance this
year.
RTB/hw
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The following days are observed as official 1980 holidays:
Tuesday .

January 1

New Years Day

Friday

April 4

Good Friday

Monday

May 26

Memorial Day

Fri-day

July 4

Independence -Day

Monday

September 1

Labor Day

Thursday
Friday

November 27
November 28

Thanksgiving Day
Day After Thanksgiving

Thursday
Friday

December 25
December 26

Christmas Day
Day After Christmas

-

One Floating Holiday
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Regular, full-time employees earn vacation at a
rate determined by length of continuous service as
shown in the following schedule:
~

Continuous Service Requirement
-

'-,

AMPLIFICATION:

Less than six months
Six months of service ·but less
than one year.
Note: Any vaca' tion taken during this time is
borrowed from vacation· available between · one and two years
service.

- Two years but less than five
years of service.

2 Weeks

-

Five years but less than fifteen
years of service.

3 Weeks

-

Fifteen years of service and over. 4 Weeks

Vaca.tion 'T ime

2.

IA l"'JA \

'l"X1 1 J\ A "7A

1 Week

2 Weeks
(Less any vacation time taken
after six months
.of service.)

Vacation year begins on the anniversary date of
hire - (or the adjusted hire date ·, if there has
been a break in service and prior credit has
been restored) and ends on the day preceeding
the anniversary date · (or the adjusted date) in
the following year.
This date is an individual's
"benefits eligibility date".
Example:

DI _ 1

None

- One year, but less than two years
service.

1.

\ ·-•

Length of Vacati~n

Employment (Hire Date)
6/2/75
Eligible for 1 Week Vacation 12/2/75
Eligible for 2 Weeks Less Any
Vacation time borrowed after
completion of 6 months
6/2/76

Vacation time must be taken be t ween annive·rsary
dates.
It may not be accumulated.
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3.

Vacations are to be taken in periods of at
least one week each.
However, when an employee
is entitled to more than one week vacation, ane
week of his total vacation may be split into
days, if desi red.

4.

Holidays falling within an employee's scheduled
vacation period will ·not be cons~dered a day of
vacation.
The additional day may be scheduled
for another time.

5.

I f an employee is hospitalized while on vacation, he should notify his supervisor immed- l
i ately.
Time off will then be changed to hosL
pit a lization and vacation may be taken at a
l .a t er date .

Approval
All . requests for vacation_ time should be submitted
in writing on Form P-124, Application for Leave.
Vacat~on must be approved by th~ supervisor of the
department, with due consideration being given to
the operation of the department, the employee's
personal desire, and the length of service.
The highest level of authority in the organizational unit
has the authority for final · approval of vacation
requests.
The highest level of authority is def~ned
as that person who has primary responsibility for the
fiscal and production performance of the cost center
in which the employee is working.
It is the responsibility of this level of authority to ensure that
there ·is an adequate staff at all times to expeditiously handle the department's workload.
During
normal workload periods, . it is recommended that no
more than 25% of the available manhours be approved
for vacation.
The final measure must be the number
of people required to perform the work in the unit.
Bec~use of the cyclical nature of business in some
departments, it is necessary for department management to severely restrict vacation approval during
"peak workload" periods.
Management must reserve
the right to disapprove vacation requests in the
interest of accomplishing corporate objectives.

(

Termination of Employment
An eligible employee who resigns , or is terminated,
will be paid for accrued vacation time, at 100% base
pay, in the final salary check.
I
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POLICY: The Corporations will provide a retirement income program
for ail regular, full-time employees, at no cost to the
employees. A program of additional benefits will also be
available to reti;:ees who qualify.
AMPLIFICATION: The National Retirement Program is a self-administered
trust, established under the laws of the State of Illinois
by Blue Cross Association, a non=profit corporation. The
program is administered by a National Employee Benefit and
Compensation Cotmnittee of seven members appointed by the
Blue Cross Association •
. Eligibility
Full time regular employees with one year of continuous
service with any Blue Cross Plan who have .attained age 25
are eligible ·to participate in the retirement program.
. Exception: Employees who have attained age 60 when hired
shall not be eligible to participate unless they trans~ .
£erred. from another Plan where they _were ' eligible to
participate.
Retirement Age
1.

Normal retirement date is the first day of the month
following the employee's 65th birthday~ Rarely will
an empl~yee be allowed to work beyond the normal
retirement date. However, if an unusual circumstance
exists ·which would allow an employee to do this, the
pension will . be the same amount as if the employee
retired at age 65. Pension payments would not start
until the employee actually_ retires.
Note:

2.

Pl -1

14/'74\

'J'Xl1..l"IA"7A

Approval of the President of the Corporations
is required for continuing employment beyond
age 65.
·

Early retirement may be granted between ages 55 and 61.
If the employee elects to retire within this period,
the pension will be the amount accrued at that time,
reduced by a factor representative of age at retirement.
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Termination of Employment
L

If the employee"terminates employment and has completed
ten years of service, the pension is "vested". The
employee will be entitled to the pension at any time..
after age 55.

2.

If the employee terminates employment before completing
ten- years service, he is not entitled to any pension.

· 3.

If a participating employee terminates employment after
age 55, with a minimum of one year of service, benefits
will be as outlined in the early· retirement provisions.

4.,

If the employee terminates employment after being vested,
the- pension may be claimed at any time- after age 55.
•
·The terminated employee must elect the date on which
pension . payments will begin in writing, at least 30 days
prior to attainment of age· 55, or the benefit will
~utomatically begin at age 65.

Notice. of Intent to Retire
An employee who intends to retire should submit a letter of

resignation at least four (4) weeks prior to termination date.
This ·letter should be given to the employee's immediate supervisor. The employee should then contact the Manager of
Employee Benefits •
.Pension Benefits
The program is designed to provide a normal pension of at
least 60 percent of the average of the· employee's highest
five consecutive years- of earnings during the last ten years
of employment. This includes payments under Social Security.
The normal retirement pension is based on 30 years of service.
Those who do not complete 30 years of service will receive
proportionally less than 60 percent.
Normal Form of Benefit
The normal form of benefit to which a Participant is entitled
is a monthly installment, payable for the lifetime of the
Participant, with one half of that amount continued for the
lifetime of the spouse.
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Options
In order to choose-----one of the ·following options, the employee
must apply for an option no later than thirty days before
.retirement. If the employee does not do so, and makes the
election within the thirty day period prior to actual retirement,
satisfactory evidence of good health must be given to the Plan's
Chief Executive Officer.
Evidence of poor health will preclude receiving an optional
kind of pension .. Consequently, the emplo.yee will receive
the normal pension benefit.
1.. 10 Year Certain Option
A.

This option provides that payments be made for
the lifetime· of the retiree.

B.

Should the retiree die prior to the 10th anniversary
from the inception of pension payments, benefits
would. be. payable until the completion o,f the ten
year period to the named beneficiary.

C.

Benefits would be payable until the. completion of
the te~ year period to his or her estate. ·

.. -:--(.

2.

20 Year Certain Option
A.

B.

C.

DI . 1

IA / "7A \

-,-,n1 nA-,A

This option provides that payments be made for the
lifetime of the • retiree.
Should the retiree die prior to the 20th anniversary
from the inception ·of pension payments, benefits
would be. payable until the completion of the twenty
year period to the named beneficiary (but not beyond
. the date the retiree would have reached his 85th
birthday).
Benefits would be payable unti·l the completion of
the 20 year period, to the estate of the deceased
retiree.

I
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Joint and Survivor (100%) Option
This option ~~ ides that if either the retiree or
his joint annuitant should die, 100% of the monthly
pension payment shall be payable to the survivor for
hi~ or her lifetime .

4.

Joint and Survivor ( 2/3) option
This option provides that a monthly pension will be
paid· j_ointly to the retiree and the joint annuitant.
Upon the death of either, the survivor shall receive
2/3rds of the payment . for the remainder of his •or
her lifetime.

5.
(\

Lump Sum Payment
An amount payable· in single inst·a llment.

Before electing
this' option, the· exmployee should seek competent tax
counsel because. of the impact of the Federal Income Tax
on this type of distribution. In addition, · the employee
should -inquire of the Manager of Employee Benefits
regarding documental requirements applying to this option.

6•

Level Income,
If a Participant retires prior to becoming eligible
for Social. Security Benefits·,' the participant may elect,
subj~ct to the approval of the P~an, after written
application to the Plan, to convert the pension otherwise
payable to him, into an actuarially . equivalent pension,
·. providing larger monthly payments until the date his
Social Security benefits are scheduled to commence, and
payments after_ such date reduced by the approximate
amount of Social Security benefits computed to commence
on such date, so that, insofar as possible, a level
annual retirement income can be provided before and after
Social Security benefits commence. ,
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Additional Benefits
1.

Participation in the Group. Life Insurance Program.· for employees
on the same cost an<Ybenefit basis as the active employees,
with the following exceptions:
A.

Accidental Death and Dismemberment Insurance is · terminated
at. retirement. •

B.

Supplemental Life Insuranc~ is terminated on the earlier
of age sixty-five and the ~etirement date.

C.

Insurance on and . after retirement is determined by age
in accordance with the f ollowing table:

Age
Under Age 65
6-5 but under 70
70 but under 75
75 and over

Percentage of· Insurance Amount Prior
to Retirement-Mi~imum ~000
100%
50%
25%
$5,000

EMPLOYEES WHO RETIRE UNDER THE PROVISIONS OF THE NATIONAL
RETIREMENT PROGRAM, HAVE REACHED THE AGE OF 55 AT THE
TIME OF RETIREMENT, AND HAVE FIFTEEN YEARS OF SERVICE,
WILL ALSO BE ELIGIBLE .FOR THE- FOLLOWING ADDITIONAL
RETIREMENT BENEFITS:

. 2.

D l _1

I Al"7AI

')"'Kl1 _nA-,A

Participation in the .Group Health Insurance Program for employees
on the same. cost and benefit bases as the active employees.

3.

Ten dollars ($10) per year of service ' toward- the purchase of a
gift selected by the employee.

4.

A gift of one. week's gross salary (no deduct_ions) for each five
full ye~rs of service - maximum of four weeks gros& salary.

5.

Participation in ·t he Blue Cross and Blue Shield employee Blood
Bank Account. This benefit is for Jacksonville residents only
and the blood credits can only be transferred to loca°I hospitals.
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Denial/Suspension of Benefits
Where an employee's retirement is effectuated under circumstances justifyin~ermination for cause, then in that event,
the employee -shall receive only those retirement benefits
to which he is entitled by law. The employee shall not be
eligible for any other retirement benefits, including but
not limited to benefits enumerated in paragraphs 2,3,4,
and 5 above.
Where evidence of misconduct during the period of employment,
sufficient to have justified termination for cause, is
discovered subsequent to an employeets retirement, then in
that event, all retirement benefits, except for those to
which the retiree is entitled by law, shall be discontinu~d
inunediately.
Retirement Reception
Ettlployees who retire with over 15 years of service will be
allowed to invite a number of guests to a retirement reception
sponsored by the Corporation in honor ·of the retiree.
Note:

Employees who choose to retire between the ages of 55
and 62 must have twenty (20) years of service in order
to receive a retirement reception.
Schedule for Retirement Receptions

Years of Service · at Retirement

15- t·o 20 years
20 to 30 years
Over 30 years

Number of Invited Guests

so
75
100

*Includes Invitations to all Corporate Executives

(
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Social Security benefits are provided through equal payments
by the employee and the Corporations to the Federal Government. The cost is deducted from the employee's salary as
required by law. Death benefits, Disability benefits and
Retirement benefits are provided.
Under the Social Security Program, normal retirement age is
65 for men, 62 for women. If the employee elects to receive
benefits before age 65, monthly payments will be reduced
proportionately. Social Security benefits may begin as early
as age 62, disability benefits at age 50.
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The Plans provide Work.men's Compensation Insurance for all
employees including those in the temporary and part-time
category.
Employer's liability Insurance (Workmen's Compensation) is
carried by the Corporations to protect employees against the
cost of medical care and time lost from the job due to injuries
arising out of or in the course of an employee's work. This
plan provides coverage to all employees from the first day of
employment.
In the event an employee incurs, or alleges to have incurred a
work injury, the immediate supervisor shall refer the employee
(if not seriously injured) to the dispensary with an
Authorization for Consultation at First Aid Station, Form P-55.
Coverage

:J

In the case of lost time duet~ work injury, the Corporations will
· pay the injure.d employee up to five scheduled workdays following
the accident date at the employee's basic hourly rate.
Workmen's Compensation will: 1) resume payments of wages on
tne sixth working day at a set percentage of employee's salary
and 2) pay medical bills, prescriptions, etc. in accordance
wi.tnand - subject to the terms of the insurance policy.
The complete schedule of compensation is listed in the Master
Contract on file. Claims are completed by the Dispensary and
sent to the Employee Relations Department and Building Management.
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A . leave of absence of three (3) days is allowed due
to death in an employee's immediate family.
The
employee will be compensated for the three (3) days
according to the provisions herein:
1.

To be eligible for this payment, the regular
employee is expected ~o notify the immediate supervisor so that the necessary work arrangements can be made for the absence.

2.

For this purpo~e, the term "immediate family'"
is defined to encompass the following:

.._

01

9k91ril::f

Husband
Wife
Son
Daughter
Brother
Sister
Father
Step-father
Guardian

f

DATE EFFECTIVE

Mother
Step-mother
Grandmother
Grandfather
Mother-In-taw
Fathe·r-In-Law
Sister-In-Law
Brbther-In-Law
Grandchild

3.

Such pay allowance will not exceed eight hours
per day at straight time based on the employee's
salary.

4.

Time paid for bereavement leave will not be
counted as hours worked for computing overtime.

5.

Bereavement leave pay will not be paid in
addition to any other type of allowed pay for
the same days, such as holiday pay, sick pay,
etc ...
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If an employee is required to serve on a jury, the Plans will
continue the employee's salary.
The employee is expected to show the supervisor the summons to
serve in a jury at least five days prior to the day scheduled
to serve.
After completion of jury duty, the employee must furnish the
supervisor jury pay records as evidence of having served on a
jury for the time claimed.
Employees subpoenaed to appear as witnesses in court cases
will be excused from =work as necessary to appear provided
their supervisor is furnished a letter requesting their
presence from an attorney involved in the case.
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A maximum of two (2) hours absence with pay per day is
allowed for a visit to a licensed physician or dentist.

AMPLIFICATION: Eligibilitz
This benefit applies to regular employees only. If
an employee is out ill for the day and goes to the doctor,
the entire day is considered illness and coded as such.
Limitations
1. Up to two (2) hours absence for doctor .' s appointment
will be paid at the employee's hourly wage.
2. If the absence exceeds two hours, the excess time will
be without pay for non-exempt employees. Exempt employees
will be paid for the entire time absent.
3. Time paid for doctor's appointment leave will not be
counted as hours worked for computing overtime.
4. In the event an employee has an unusual and prolcnged
number of doctor's visits, the Corporations may limit
this benefit. The supervisor and department manager
should be attentive to and monitor all leaves for
doctor visits and determine any limitations.
5. An employee may be subject to termination should this
policy be abused.
Procedure
The employee shall obtain a Doctor's Appointment Slip,
Form P-86, from the immediate supervisor. The supervisor
shall record the absen~e on the time sheet and attach
the slip signed by a licensed physician or dentist.
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A maximum of ten days military reserve training

leave will be granted with pay to all regular,
full-time employees obligated for active duty.

-

1·

PL-1

(4/74) 2291-0474

!

1

AMPLIFICATION/ PROCEDURE
NUMBER

TITLE

MILlTARY LEAVE OF ABSENCE

D.14

PAGE _ _
l_ OF

5

DATE EFFECTIVE

Revised 3/01/78 .
Revision No.

Original Issue Date

4/22/77

AMPL.IFic.ATION:

3/01/78

1

SUPERCEDES

4/22/77

Milltary reserve training leave is subject to the following limita-

tions:

. Eligibility
1.

Employees who have not canpleted 90 days of service shall be
granted an unpaid military reserve training leave.

2.

Regular, full-time employees shall be granted military
reserve training leave, and during the period of training,
shall be paid the difference between the employee's base
salary and any military pay receive::l, up to a maxirm.Im of
ten (10) working days during a calendar year. For the
purpose of this section, military pay shall not be deemed
to include military travel allowances or arw other military
allowances for reimbursement of expenses •

3.

In accordance with the Fair labor Standards Act, ron-exempt
employees who are required to serve on active reserve duty
for a period of mre than ten (10) working days, shall be
granted unpaid leave of absence for active duty time served
in excess of ten (10) working days limitation. Exempt
salaried employees who are required to serve on active
reserve duty for a period of nore than ten (10) working days
shall receive their salary differential described in
paragraph tvJo above for any week in which the employee
actually performs work for the Campany. Vacation days and
corporate holidays are not deemed to be time worked.

Applying for Military Leave
Ea.ch employee shall present to the imnediate supervisor copies
of military orders prior to the leave.

Employees shall obtain an Application for Leave (Form P-124)
from their supervisor. After completion of the form, the
employee shall return the Application for Leave to the supervisor for processing •
.

Expiration of Military Leave
The employee must submit a copy of check(s) issued by the military during military leave in order to receive payment for a
maxirm.Im of ten ( 10) days leave.
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Extended Military Leave
Employees applying for extended military leave will receive the
following infonnation mm their supervisor upon completion of
Application for Leave:
1.

2.
3.
4.

Effective date of military leave
Expiration date of miµ. tary leave
Reinstatement procedures
Employee benefits while on leave

• Fringe Benefits While On Extended Military Leave of Absence
I.

Non-Contributory Benefits
Vacation
Vacation time accrued as of the effective date of the military leave, will be paid to the employee in the final
salary check before leave ~gins • After an employee returns
from leave, the leave shall be credited as time worked for
the purpose of earning vacation time. The employee's
anniversary date remains unchanged, provided the employee
enters military service within 30 days of the beginning of
a military leave of absence and returns to employment within
90 days of separation fran military service.
I.Dng

Term Disability

Term Disability eligibility continues as though the
employee were actively at work.

I.Dng

Retirement Program
Since military leave is not considered a break in service,
employees will not lose credit for their previous years'
service provided they return to work prior to the expiration
of military leave.
F.mployee Blood Bank
Thtployee Blood Bank eligibility continues as though the
employee were actively at work.
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Contributory Benefits

FAILURE TO PP.Y MONIHLY PREMIUMS BY 'IEE FIRST DA.Y OF EACH
COVERAGE MONI'H FOR TiiE ·FoI..J.DWDG CONTRIBU'IDRY BENE.fl'l'S WILL
RESULT IN 'IEE TERMINATION OF THE BENEFITS.

EMPLOYEES WHO

CHOOSE NOT TO CONITNUE CONTRIBU'IDRY BENEFITS DURING THE
LEAVE MAY REJOIN 'IHE BENEFITS PROGRAMS UPON RETURN TO
REGULAR, FULL-TIME STATUS.

Health Coverage
While on milltary leave of absence, an employee may elect to
renain in the group health coverage progriam on the same cost
and benefit basis as active employees, provided the employee
continues to pay the premiums • Premiums may ·b e paid in a
lump sum prior to milltary leave, or mailed in mnthly, and
II'D.lSt be paid on or before the first day of the mnth for
which coverage is to be provided.
l'bte: The coordination of benefits provision of Blue Cross
and Blue Shield health coverage excludes coverage for individual services which are furnished to a subscriber under the
law of the United States or any state or political subdivision thereof, and the subscriber shall have no right
under this contract even though he elects to waive his right
to such benefits or services.
Basic Group Life Insurance? Supplemental Group Life Insurance,
National Dependent GroUP Life Insurance, and .ABL Dependent
Life Insurance
The Basic Group Life Insurance policy will cover the military
leave employee after the effective date of the leave, provided that the employee continues to pay the same premium
rate as active employees. If trie employee does not plan to
return to work, this policy may then be converted from the
group life insurance plan to an individual policy.
Supplemental Group Ll.fe Insurance, National Dependent Group
Life Insurance, and .ABL Dependent Life Insurance may be continued during military leave of absence by prepaying nonthly
premiums through deductions from the final salary check or
by mailing monthly premitml.S to the Payroll Department by the
first day of each coverage mnth.
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Other Contributory Benefits

Arr:! other contributory employee benefits which are nomally
paid for through payroll deduction may be continued under

the same arrangements •
. Reinstatement Rights
Employees who wish to return to work in accordance with reinstatement requirements ~ shall be offered reinstatement in their
former position or a canparable one as soon as such a position
. is available.
. Reinstatement
It is the employee's obligation to contact the Employment Office
for reinstatement rights. As required by Federal law, application for reinstatement rrD..1St be made within 90 days after completion of military service or within 31 days after completion of
initial active duty ·for training of not less than three m::mths.
'The Employment Office rrD.lSt be allowed 30 days to locate a suitable position with the Corporations.
hi employee who applies for reinstatement accoroing to the requirements stated above will be offered reinstatement as· follows :

1.

Arrangement will be made to place employees in their fonner
position or a comparable position.

2.

If employees refuse a position of like status and pay because
they do not want to work in a particular department, the
Corporations' obligation will be considered fulfilled.

3.

If the former position or a comparable one is not available
before the expiration of milltary leave, an offer of an
available position at a lower classification may be made to
the employee.

The level of pay the employee would have attained during employment in the former position will continue until a comparable position is available. The employe~ 's salary will be
adjusted to include any general increases, cost-of-living
increases, or length of service increases given to active
employees during the military leave.
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When the former position or a comparable one of like status
and pay, which the employee can perform, becomes available,
the employee may elect to 1) accept the new position, or
2) at management's discretion, remain in the lcwer classified
job with the tmderstanding that they are accepting a voluntary
dem:,tion and that the salary will be camnensurate to the
classification. If the employee refuses to accept these
options , the Corporations ' obligation will be considered fulfilled and the Corporations will be forced to terminate
services.

Merit Increase Administration
Upon return to work, an employee shall maintain their original
''benefits eJ i g:ibUity date". However, the salary review date is
advanced by the total number of days absent to reflect time not
at work.
Example:

Effective date of Military Leave ••••
Date Employee Returned to Work .......
Time Out on Military Leave .•••.••.••
· Original Salary Review Date • • . • . . • • •
New Annual Salary Review Date •.• . • • •.•

03/06/75
08/30/75

5 nos. 24 days
05/03/75
10/27 /75

• Expiration of Extended Military Leave
The employee IIU.1St subni.t a copy of check(s) issued by the military during military leave in order to receive payment for a
maximum of ten (10) days leave.
An employee who takes an extended military leave of absence and

does not contact the Corporations seeking re-employment within
90 days of separation from military service will be terminated
effective on the expiration date of leave of absence.
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A short leave of absence may be granted without pay for
marriage of an employee. Each case will be considered
individually based on length of leave requested, the
employee ' s attendance record, performance record, availability of vacation time, and the condition of work within
the department.
Time absent for marriage purposes is considered personal
business and will be part of the employee's absentee
percentage.
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Leave without pay may be granted for personal business. For
absence in excess of eight (8) hours, the employee should be
urged to take vacation time.

Af'!PLll'ICATION: Examples of Leave Without Pay:
Time needed to sign a mortgage or loan agreements at a bank.
Time off to consult with a lawyer.
Time off to pay bills.
Conference with child's teacher.
T.ime off for funeral of friend or distant relative.
Time off to take child to doctor.
I

(

", _ ...

Aporoval:
If at all possible, the employee should request Leave
W~thout Pay at least one day in advance. In. the event
of an emergency absence, the employee should call the
immediate supervisor by 9:30 a.m. to explain the absence.
In extreme emergencies, another responsible person may
call for the employee. The employee's supervisor will
evaluate the need for such time off and grant it when
justified. These absences should be minimal and normally
be for a few hours·.
Absentee Pay:
Non-Exempt employees are not paid for absences for personal
business.
Exempt employees are paid for absences for personal business.
Absence Rate:
Time off for personal business will be included in the
employee's absence rate and frequent use of this leave
may jeopardize employment status.
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Extended leave without pay may be granted to regu l ar, full-time
emp-1oyees under excepti ona 1 con di ti ans, but only after earned vacation pay has been exhaus--ted.
The basic purpose of granting extended leave without pay is to
preserve the employee's continuity of service through an emergency
or a-planned, :limited period of absence.
Eligibility
Regular, full-time employees with one year of uninterupted service
may be granted an extended leave without pay in certain circumstances. Examples of such Gircumstances include·, but are not
1imi ted. to, the fo 11 owing:
o Family illness which requires the employee's presence.
o Completion of advanced educational degree requirements
-or professional certification.
o Settlement of Estate fo Jlowing death of relative-.
o Personal business which cannot be completed in the period
of time avail ab le throu·gh vacation benefits ..

"-

Approval
Requests for extended leave of absence without pay will be approved
or di sap-proved in accordance with the Approval Procedure Po 1icy
(E. 19).

Length of Leave
Extended leave with out pay may be · granted for a perfod not to
exceed six months.
Fringe Benefits while on Leave
1)

Vaca ti on
Extended leave without pay -may be granted only after earned vacati·on pay has been exhausted. Upon return to work, an employee shall amintain the original employment date. However, the
eligibility date of vacation is advanced by the total number
of days absent to reflect time not at work.
Example:
Hi re Date:
Effective date of extended leave without pay

Pl . 1

1.4/'7.4\

??01 ..n.47..t

6/02/75
12/10/76
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Date emp·loyee returned to work
Time out on extended leave without pay
Original eligibilit~- date of vacation
Readjus;ted date

3/10/77
3 Months
6/02/77
9/02/77

2) Health Insurance
While on extended leave; an employee may e·lect to convert health
coverage from group to- direct contract at direct rates. A grace
peri_od of ·30 days· is provided for this transaction.
3) Tenn Life Insurance
The· life insurance policy will cover the employee 31 days after
the effe·c ti ve date of the leave of absence. When the employee
returns to work, group life insurance will again be immediatel_y
available. If the employee does not return to. work, this policy
may then be converted from the group · Hfe insurance - pl an to. an
individual policy.

__

\.-..

4) Retirement Program
There will be no .loss of service time toward _the retirement program, so long as the- employee works 500 hours in the calendar
, year (s) of the- leave. If the 500 hour requirement is not met,
the employee will have to reserve the eligibility re·q uirement'
upon- return to work before prior service credit wi 11 be given.
Reinstatement
In cases of extended leave .of absence, there is no guarantee that
the pas i ti on wi 11 be he.l d open for the emp 1 oyee. Efforts wi 11 be
made to reinstate the employee in the same or a comparable position
as such position is available.
It is the employee's obligation to contact the Employment Office
before the expiration date of the extended leave, or the employee
forfeits reinstatement rights. Notification js to be made at least
30 days prior to expiration of the leave so that efforts to locate
a comparable position may begin.
Expiration of Leave
An employee who takes an extended leave without pay and does not
return to work at the end of such leave wil 1 be terminated effectiveon the last day worked.
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Income will be provide_d_to eligible employees who are absent due
to illness.
Eligibility Requirements
Regular, full-time employees on the active pay-roll are eligible
to receive sick leave allowance in accordance with the following
provisions:
al.

Length of Service
Annual sick leave will be based on service in accordance with
the following scale:

((

Length of Service

Sick Leave
At Full Pay

More than 3 months, less
than 1 year

2 weeks

0

More than 1 year, less
than 2 years

2 weeks

4 weeks

More than 2 years, less
than 3 years

3 weeks

8 weeks
,

More than 3 years, less
than 4 years

4 weeks

12 weeks

More than 4 years, less
than 5 years

5 weeks

16 weeks

More than 5 years

6 weeks

20 weeks

.2.
\

Sick Leave at 70%
of Base Salary

Benefit Year
A benefit year begins on the anniversary date of hire (or the
adjusted hire date, if there has been a break in service and
prior service credit has been restored) and ends on the day
preceding the anniversary date (or the adjusted date) in the
fa 11 owing year. This date is the i ndi vi dua 1 1 s 11 benefi ts
eligibility date
11
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Example:
Employment (Hire) Date - 6/2/75
Eligible
- 9/2/75
End of Benefit Year
- 6/1/76
If an employee is absent for sick leave on the "benefits
el i gi bil ity date", a new benefit year wi 11 not begin until
the employee has returned to full-time work for two consecutive weeks. The employee will continue sick leave under the
provisions of· the previous benefit year until the two weeks
requirement has been satisfied; the new benefits year will
begi.n immediately thereafter. However, the benefits e1i gi bi lity date will remain the same.
,
I

(

e3.

Unused Allowances
Unused sick leave in any year is not currulative in the following year. Any unused sick leave is cancelled at the end of
the benefit year.

e4.

First Day of Illness
It is the responsibility of the employee to telephone the department supervisor by 9:30 a.m. on the first day of illness.
The employee must then indicate how long the absence will be,
or telephone the department supervisor each day until returning to work. Non-exempt employees are not paid for the first
day of illness unless the employee is hospitalized, recovering from hospitalization, or receives out-patient treatment
whtch requires a full day of absence. Exempt employees are
paid for the first day of illness.

e5.

Doctor's Certificate and Dispensary Clearance Required
For an employee to receive four or more consecutive days of
sick leave, a physician statement must be submitted attesting ,
to the necessity for absence. An employee must report through
the Dispensary prior to returning to the work area.
In continued illness, additional statements from the employee's physician may be required at management's discretion.
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Medical Leave of Absence
Medical Leave of Absence may be requested if the employee's
illness extends beyond the sick day accumulation by seven
· calendar days. It is the responsibility of the employee to
request a ·medical leave of absence. Failure to do so on or
before the eighth day of illness extending beyond the accumulated sick days may result in tennination.
The leave of apsence may be extended for the length of time
necessary for the employee to be off work, but not to exceed
90 days.

17.

Exclusions
The following exclusions to the sick leave ·policy should be
noted:

'---- .

a.

Illness occurring while an employee is on an unpaid leave
of absence.
b. Intentionally self-inflicted injury.
c. The portion of disability benefits which are payable under
Workmen 1 s Compensation or other Federal or State regulations.
d. Disability resulting from conmitting or attempting to
commit an assault or felony.
e. Disability resulting from service in the armed services for
which the employee ~uld be eligible for care and compensation by the U.S. Government even if the employee elects
to waive any right to such benefit or services.
18.

Excessive Absenteeism
Sick leave benefits are provided for employees whose present
state of health does not enable them to adequately perfonn
their jobs. The Corporate policy of permissable absenteeism
is 5% of available hours. Absence over 5% is considered excessive and the supervisor should counsel any employee with
an absence rate over 5%. Long term illness, hospitalization
confinement and recovery, anciy ut-patient treatment which requires a full day of absence, are absences which are not included when calculating the absenteeism percentage. A computerized Absentee Report is distributed for the purpose of monitoring absenteeism (excused and normally non-excused absences).
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The- supervisor sho.uld stress the importance of
attendance and h~w it affects both the Corporations
and th~ employee.
The employee is to be informed
that absence a-f"fects the total point score on performance reviews (33 _1/3%) which could result in
a lower salary increase.
Absence also affects the ·
employee's promotional opportunities.
Continued
excessive absence may result in probation or termination.
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Tuition reimbursement will be provided to regular employees
provided they have completed the probationary period by the
end of the term.
The policy applies to college . study programs offered by accredited
public and private schools approved by the Training and Development Department.

AMPLIFICATION:

Eligibility
1.

Full time employees are eligible provided they have completed
the probationary period by the end of the term and registr~tion
takes place after the employment date.

2.

Employees must be on the corporate payroll at the completion
of the course.

3.

Employees must have satisfactorily completed each approved
course.

4.

Employees hall not be eligible for refunds under this plan
for any course for which they are receiving financial assistance from another sou4ce (scholarship, Veterans Administration,
etc.)

5.

Application for tuition reimbursement must be completed and
submitted to _the employee's department Manager prior to the
beginning of the school term. Upon departmental approval,
applications will be routed to the Training and Development
Department for final approval.

Approved Courses
Under the plan, an employee may enroll in a work related course
of study or in a course curriculum leading to a work related
certificate or degree. Each individual request for tuition reimbursement will be considered on its own merits. Self-improvement
courses such as CPA and CDP reviews are subject to the approval
of the Divisional Vice President. Approval of job related selfimprovement courses must be obtained from the employee's department
Manager and endorsed by the Divisional Vice President and Training
and Development Department.
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Reimbursement

•

The amount of reimbursement under the plan is 100%
for the grade of A arid B, and 80% for the grade of
C toward the total cost of tuition, lab fees, and
required books.
If textbook costs are included in
· the refund request, the textbooks will become the
property of the Corporations after the course is
completed. The employee that receives a grade of
Dor below or receives a grade of "incomplete" in
a course will not be eligible for reimbursement.
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The Employee's Club has been established by and for employees.
The Corporations act as advisors.
The purpose of the Employee's Club is:
to promote a friendly and cooperative spirit among
the employees.
to inspire the employees with the realization that
they are a vital part of the Corporations.
to provide an opportunity for employees to have a
voice in the events that affect their welfare.
to administer and execute social and- recreational
programs for the employees.
to cooperate in administering civic and community
activities.

.~

...

.:,,

Membership
Membership in the Employees Club is voluntary and is
limited to Jacksonville employees.
Dues
All active members p~y dues thru payroll deduction in the
amount of 25¢ per calendar ·quarter.
The Executive- Board consists of five members including
four elected officers and one full time Club Coordinator.
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Benefits
The Employee's Club offers many benefits.

({

Some of these are:

1.

Discount tickets for a variety of activities, including
movies, sports events and ~pecial attractions.

2.

Discounts for a variety of purchases.

3.

Arrangements for group trips·~- · ·

4.

Sporting activities including softball leagues, tennis
matches, bowling leagues, golf tournaments, etc. The
Club sponsors two leagues, the intramural and city leagues.
Football, and softball and basketball equipment and uniforms
are loaned by the Corporations. All employees are eligible
to try out for these leagues.

5.

Flowers are purchased for hospitalized members or- their
immediate family in case of death·. Immediate family consists of employees' spouse, child, parent , brother or sister.
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Full-time, regular employees and their immediate
famili~s are eligible to receive blood from the
employees blood account maintained at the Jacksonville Blood Bank.
The term "immediate family" is defined to encompass
the following:
Husband
Wife
Son
Daughter
Brother
Sister
Father
Step-father
Guardian

AMPLIFICATION:

Mother
Step-mother
Grandmother
Grandfather
Grandchild
Mother-In-Law
Father-In-Law
Sister-In-Law
Brother-In-Law

Requests for blood are handled by the Employee
Benefits Department.
Employees need not contribute blood in order to take advantage of the Blood
Bank.
However, the blood account is available
due to donations by our employees at periodic
visits by the local Blood _ Bank mobile unit.
All
employees are encouraged to donate blood if they
are physically able to do so.
Note:
This service is available to Jacksonville
employees only and can be transferred to local
hospitals only.
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Notary Public s .ervice is provided to employees
at no cost.

.,.----

AMPLIFICATION:

\.._

Personal documents requiring certification by a
Notary Public of the State of Florida may be taken
to ·the Employee Benefits Department, where they
will be notarized in accordance with laws governing
notarization at no charge. -Employees are encouraged to call the Benefits Department to
arrange for a convenient time for this' service.
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Parking faciltties are provided for employees at a
nominal charge.
Employees are eligible to apply for a reserved place.
ADMINISTRATION
Parking arrangements are handled in the Safety and
Security Office between 8:30 a.m. and 3:00 p.m.
during the regular work week.
To obtain a space,
the employee must complete an automobile registration form and agree to pay the parking fee through
payroll deduction, with the exception of temporary
employees who are given a free space.
Part-time
employees pay half the parking fee; however, all
employees (full time or part time) who are assigned
space in or on top of parking garage, will be
required to pay the full parking fee.
.

.

ASSIGNMENT OF GARAGE PARKING SPACE
All employees who are X-26 Classification or above
are entitled to preferential parking assignment
contingent upon availability of garage space.
All
other parking spaces will be assigned on a "first
come, first served" basis.
Preferential parking
requests will progress by way of a waiting list.
This waiting list will be maintained according to
the date a space is applied for.
It is not
necessary for an employee to have an assigned
space to be placed on the "space availability"
waiting list.
The employee will be placed on a
"·space availability" list and as space becomes
available, closer or more preferred, the senior
parker of a less _ desired area will be moved into
the closer parking area.
USE OF FACILITIES
Employees are assigned a space and are to park in
that space only; changes of space within an area
or lot, will not be permitted.
However, an employee
may, while on vacation, grant another employee
permission to park in his/her space if previous
arrangements have been made with Safet y and Security.
When an employee's assigned space is occupied b y
an unauthorized vehicle, t h e employee is to re t urn

PL· 1 (4n4)
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to the parking facility entrance and report that
their space is occupied.
The Security Aide on duty
will assign a temporary space until the unauthorized
vehicle is removed.
Employees' automobiles are
parked at · their own risk.
OVERTIME PARKING
Employees working the late shift or overtime may
park in the Rosselle Lobby lot after 5:00 p.m. and
until 8:15 a.m. during the regular work week and
all day Saturday, Sunday, and holidays.
Overtime
parking is on a first come, first served basis.
SPACE POOLING
Leasee of space and space pooler must come to
Safety and Security to add pooler to leasee's
space.
We encourage . space pooling in orde~ to
make a contribution to energy conservation.
TRANSFER OF SPACE
No transfer of space . from one employee to another is
permitted except in cases of car pools.
When one
member of a car pool gives up the space, it may be
offered to the other member(s) of that car pool wh o
are registered with Safety and Security at least
ninety days prior to cancella t ion of space.
SPEED LIMIT
The speed limit is posted i~ the garage and outlying parking areas.
Employees are to drive safely
and observe the posted speed limit.
PARKING VIOLATION
Parking privilege will be revoked as a result of
continued violation.
Parking violations include, but are not limited to:

PL · 1 (4/74)

1.

Automobile not regist e red in office/no
sticker.

2.

Backing into space.
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3.

Parking over the lines.

4.

Parking in posted ''No Parking" spaces.

5.

Blocking a parked vehicle.

6~

Driving against designated direction.

7.

Exceeding posted speed limit.

8.

Parking in restricted areas.

9.

Parked out of space.

HANDLING OF VIOLATIONS:
First Violation:
Warning ticket is.sued.
Second Violation:
Warning ticket issued.
When notice of second
violation is received by the Security Manager,
both violations will be noted on the employee's
card on file in the Safety and Security Office.
The Security Manager will then talk with the
employee's supervisor.
At this time, the
employee will be notified that a third violation
within the same three months will result in
loss of parking privilege.
Third Violation:
When a third violation is reported in any
consecutive three (3) months period, parking
privileges will be revoked immediat~ly.
At
the end of three months, the employee may
apply for a new space.

TOW AWAY
Vehicles are subject to be towed away at
owner's expense when found parked in an
unauthorized area (Riverside Lobby lot,
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Rosselle Lobby lot and an unauthorized space)
after a third violation has been issued and owner
has been notified by the Manager of Safety and
Security.
Claims for towed away vehicles are to
be made at the Safety and Security Office.
Approval from the Director of Building Facilities
or an authorized party is required prior to
towing any vehicle.
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POLICY:

First aid service will be available to employees in the event
of occupational and non-occupational injury or illness. A
registered nurse will be on duty to administer this service.

AMPLIFICATION:

Occupational illness is defined as an illness or injury which
arises out of or in the course of an employee's work.
Non-occupational illness is defined as an illness or injury
which occurs while an employee is at work but does not arise out
of work.
ELIGIBILITY:
Employees are eligible for first aid care from the first day
of employment.
APPLICATION:
1.

The "Authorization for Consultation at First Aid Station"
Form P-55 shall be used when an employee must visit the
nurse, during working hours and while in working areas. -

2.

Employees having injuries must be referred to the Dispensary.

3.

Employees who become sick while on the job must be cleared
through the Dispensary before going home. Employees who
go home ill from work and employees who call in ill are
to be cleared through the Dispensary before reporting back
to work.

4.

The "Authorization for Consultation at First Aid Station"
is used for the following reasons:
a.

To give the Department Manager or Supervisor knowledge
of the employee's vis~ts to the DispensarJ.

b.

To provide the Supervisor with the nurse's written
recommendations whether the employee may remain at
work or is to be sent home.
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A break period of fifteen m±nutes is provided to
employees for every four hours of work.
~

AMPLIFICATION;

Due to overcrowding of elevators and break · areas
break times are scheduled by the .supervisor of the
department in the interest of ~ffic•iency and full
section coverage.
Employees ~re not to visit other
departments while on break nor . interfere with normal
~peration and efficiency of other personnel or other
departments.
1.

Breaks are not to be granted at the beginning or
near the end of the workday.

2.

Breaks are not to be granted immediately
preceding or immediately following the lunch
period.

3.

Breaks wil~. be counted as time worked for pay
purposes ..
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The Credit Union is an independant organization
owned and controlled by its members.
It is managed
by an elected Board of Dire~tors.
A manager,
appointed by the Credit Union Directors, conducts
the business details.
Its purpose is to promote
a cooperative effort on the part of the employees
to s~ve together and to lend savings to one another.
All full time regular employees are eligible for
membership in the Credit Union.
Savings Plans

\.

Membership in the Credit Union is contingent upon
the establishment of a $25.00 share balance within
two pay periods following application.
At the time
of membership application, a beneficiary must be
designated.
Money is saved through the purchase of
Credit Union shares .. Each share is valued at $5.00
ind purchases may be ma~e by cash and/or payroll
deduction.
Share deposit and withdrawal tickets
are used; no passbooks or stock certificates are
issued.
Members will receive a statement reflecting
all t~an~actions at the end of each six month
period.

--

The account number will be the employee's Social
Security number.
This number identifies the
account and must be used in any transaction with
the Credit Union.
Money may be deposited into savings accounts at
any time following the establishment of a $25.00
share balance.
Dividends
Dividends are paid on all members' share accounts on
a quarterly basis.
The amount of dividends paid
will depend upon the earnings of the Credit Union
and may be raised or lowered . from time to time.
Loans
·,.. ~~

.

Making loans to members is a major aspect of Credit
Union service.
Loan policies are established by
the Board of Directors and administered by the
Credit Committee.

~
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The membership-elected Credit Committee reviews
and acts upon all loan applications.
The Credit
Union Staff provides advice and counseling to
assist members to use credit in the wisest manner.
Loans may be paid back to the Credit Union at any
time as well as through payroll deduction.
Loan application forms are available at the Credit
Union Office, and loan interviewers are on duty
between 1:00 p.m. and 4:00 p.m.
Requests for loans
may also be made by mail.
Send written requests
to:
Credit Union Office, P. O. Box 1798,
Jacksonville, Florida 32201.
Types of Loans
Loans may be made for almost any purpose and
employee's are encouraged to utilize the services
of the Blue Cross and Blue Shield Employees Credit
Union.
A partial listing of types of loans follows:

(
~""-·

PL• 1 (4n4)

1.

Signature - up to $2,500.00 . depending· on
the borrower's credit worthiness, income
and ability to repay.
Based upon the
information obtained, a co-maker signature
may or may not be required; this will be
determined by the Credit Commit tee.
(12%
annual percentage rate).

2.

Share Covered Loans - pledge shares as
security.. Fast service.

3.

New Automobile - can be financed for a
period of time as determined by the Credit
Union Board of Directors; low int.erest
rates which are comparable to other
financial instit u tions. ·

4.

Used Automobile - advice on what the
employee should expect to pay.
A loan may
be extended based upon the amount of
finance required and the age of the
automobile.

~
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Funds Protected
Th~ financial soundness of the Credit Union is
guarded in several ways:
by incorporation under
state law, by a Credit Union Supervisory Committee
which periodically inspects the books independently of the Credit Union treasurer, by an annual
examination of the books by the State Comptrollers
Office, and by bonding the Credit Union Treasurer
and all Credit Union Board of Directors.
Further
protection is provided through the Florida
Guaranty Corporation.

I
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Notice or severance pay will be given to terminated
employees unless discharged for cause.
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Notice or severance pay will be given to terminated employees
as follows:
Length of Employment
Less than 3 months
Three (3) :rronths but less
than six (6) months
Six ( 6) :rronths or more

Notice or Severance Pay
Now
1 week
2 weeks

Employees will be entitled to severance pay for the following
reasons:
Inactive Status
Elimination of position
Reduction in force
Inadequate perfonnance
Employees will not be entitled to severance pay if discharged
for violation of any company policy.
Severance pay does not take the place of vacation pay. The
employee will be paid any earned vacation in addition to
severance pay upon termination.

(
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In the event of deaih of a regular, full-time employee, the Corporations will provide reasonable assitance to the immediate surviving family.

--

AMPLIFICATION: In the event of death of an employee, the deaceased
employee's Manager and the Manager of Benefits
should be notified immediately.
The Manager of
Benefits will be responsible for sending flowers and
a sympathy card from the Corporations.
Also, a letter
of condolence from the President of the Corporations
is to be sent to the family.
Unless distance precludes attendance at the funeral,
the employee's immediate supervisor and close
friends should be allowed to attend the funeral services without loss in pay.
A final check will be prepared as soon as possible
after notification of death of an employee.
The
final check will include any salary due, any accrued
vacation pay and an additional amount equal to two
weeks salary.
The
final check is to be carried to
the family by the deceased employee's department
manager or a representative of the Benefits Department.
The Manager of Benefits is to ensure that all postdeath benefits available to the surviving family are
properly administered and communicated to the family.
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All on the job injuries and medical emergencies shall
be reported to the Dispensary, 6th floor, where a log
will be maintained and where treatment and instruction will be rendered. This practice is required by
the Occupational Safety Act (OSHA) of 1970 and the
Florida Workmen's Compensation Act.
Any .employee who becomes ill to the point employee
feels he can't perform at work station must be sent to
the Dispensary. The supervisor should cornplet~ an
Authorization for Consultation (Form P-55) and send
it with the employee to the Dispensary. The nurse
1
will determine if the employee is to be sent home.
In
the event the nurse is not available, the employee's
immediate supervisor ·should make the decision and
notify the Dispensary.
After treatment has been rendered, the employee is to
return to the department with the bottom portion o~
the P-55 completed by the nurse.
If .the employee is
sent home, the bottom half of the P-55 is -kept in the
Dispensary until the employee is cleared to return to
work. The nurse will inform the supervisor that the
employee is being sent home.
Reporting Illness to Supervisor
Employees are required to call their immediate supervisor by 9:30 a.m. if unable to report to work due to
illness. The supervisor should complete the Authorization for Consultation with the notation "called in
ill" and forward to the Dispensary · the same day.
Reporting . to Work
Upon ·return form illness, employees must be cleared
through the Dispensary before reporting to their work
stations. The nurse will determine if the employee
may return to . work.
Reporting Occuoational Injuries
Any employee injured on the.job is required to report
to the Dispensary and file a report.
In the event
that an injury occurs during shift work or in the
absence of the nurse, the supervisor should complete
accident Information Sheet (Form P-41 ) and submit it
to the Dispensary.
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POLICY:

Employees are to dress in a suitable office attire. A standard
of dress and grooming is to be maintained during regular office
hours which is consistent, acceptable and appropriate to the
business community.

AMPLIFICATION:

All employees are to adhere to the following standards with respect to dress and grooming.
Female Employees
Dress length should not be extreme. Neither Maxi or Micro-Mini
length is deemed acceptable. Because of figure variations, no
actual length in inches can be expressed. The employee should
·u se good judgement.
Pantsuits are acceptable. Flimsy hostess suits and blouses
that are extremely low-cut or see-through are not acceptable.

(

Accessories should be simple. Large amounts of hanging jewelry
which would be dangerous around machinery should be avoided.
Heavy multiple rings which interfere with writing or typing
should not be worn.
Male Emnloyees
Collared shirts and ties are to be worn unless the employee's
-Manager has given specific approval for other types of clothing.
Hair styles should be moderate with no extremes.
Moustaches are acceptable if kept neat and trim.
Beards are to be discouraged.
be clean and neatly trimmed.

If a beard is worn, it should

Sideburns should be reasonable in length.and generally should
not exceed an inch or so beyond the lobe of the ear.
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All reference, credit inquiries, and release of infonnation
to the press conceming current and fonner enployees are to
l:e furnished by a Human Pssources Infonnation Center (H.R.I.C.)
representative. Release of information to the press ITD..1St
have prior approval fran the President or Senior Vice President,
Extemal Affairs. other depart::rrent management personnel are
not to answer these requests, either verbally or in writing.
kl.y requests received by such personnel are to l:e referred to
H.R.I.C. for reply.
F.eferences and Credit Inquiries may be furnished ui:on written
request only. No infonnation is to l:e given by phone. The
infonnatioo to be released is restricted to:
1.

2.
3.

\

Social Security Number
Date of Employment and/or Tennination
Position/Job Title

ccmrent is to be made to any rratlber of the news m:d.ia
concerning the circumstance surrotmding the resignation or
tenninatioo of an employee of the canpa.ny without the approval
of the President or Senior Vice President, External Affairs.

No

kly further information pertaining to salary, rehireability
and past perfonnance are not to be released tmless auth:>rized,
in writing by the employee.
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POLICY:

F.elease of infoz:mation includmg addresses of

current or fonner errployees are to be :furnished
by a Human Resource Infonnation Center (H.R.I.C.)

representative. Release of addresses (mailing
lists) to any intemal or extemal individual,
group or asscci.ation rraJ.St have: 1) prior approval
from the President, and 2) writte.'1 consent of
· affecte:1 enployeo._5. Other depart:rne.."1.t manageTie.l"lt
personnel are not to fumish this infonna.tion,
either verbally or in writing. Any requests received by such personnel are to be referred to
H.R.I.C. for reply.
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A cafeteria is maintained on the third floor in the
north building for the use of employees during work
breaks and lunch time.
·
The cafeteria is open from 7:00 a.m. till 8:00 a.m.
for breakfast, from 9:00 a.m. until 10:15 a.m. for
morning breaks and from 2:00 p.m. until 3:00 p.m.
for afternoon work breaks.
Lunch is served from
11:15 a.m. until 1:15 p.m.
Snack areas with vending machines are located
throughout the building for the use of employees
during break and lunch periods.
Employees are not to drink or eat in areas other
than the cafeteria and snack areas.
Food and
beverages are not to be carried into corridors,
elevators, or offices.
(See Cross Reference Employee Benefits, ' D.25)
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POLICY:

Solicitation and/or Distribution of Literature on
company property during working time is prohibited.

AMPLIFICATION:

The following rules~ governing solicitation and
distribution of literature, have been enacted to
protect the employee from harassment, disruption of
work, and the possible loss of personal property.
The rules are:
1.

Solicitation and/or distribution of literature
by non-employees on company property is
prohibited.

2.

Solicitation by employees on company property
during working time is prohibited.

3.

Solicitation and distribution of literature by
employees is at all times prohibited in public
lobbies when such lobbies are open to the
public.

4.

Distribution of literature by employees on
company property in non-working areas during
their working time is prohibited.

5.

Distribution of literature by employees on
company property in working areas is prohibited
at any time.

It is recognized that many employees supplement
their incomes selling jewelry, cosmetics, candy,
etc.
Such activity is permissible so long as all
solicitation and distribution connected with it is
done in accordance with the above rules.
Violators of the above rules will be subject to
disciplinary action. (Refer to Disciplinary Guideline, B.17).
Any questions concerning the rules should be
addressed to the employee ' s immediate supervisor or
Divisional Human Resource Coordinator.
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The use of Bulletin Boards is restricted to official
Corporate notices and to the Employees' Club's
official .notices.
No employee notices, other than those contained on
the Employees' Club "Swap and Shop" flier, are
allowed o n ~ of the Corporation's bulletin boards
except as provided below.
Notices, which employees desire to have
posted should be brought to Employee Club
Representative where they will be put on
Company or Employee's Club stationary.
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POLICY:

Usage of Corporate phone is to be limited to business calls.

Ai'\fPLIFICATION:

Since the Corporations are a service organization, telephone
communication is a vital part of our service to subscribers,
and providers.
Employees are asked not to use Corporate phones for personal calls
so that lines will be free for incoming bussiness calls. Public
telephones are conveniently located throughout the building for
personal use.
Employees should leave their supervisor's telephone number with
those persons who would need to reach them in case of an emergency. Employees should discourage having persons call them
from outside the office except in case of an emergency.
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Building Sectirity is provided 24 hours a day.
Access
to the building is limited at times other than normal
working hours. - Employees who enter the building at
other than normal business hours (6:30 a.m. to 6:00
p.m.) are required to sign in and out on the log
maintained at the Security station.
All other
individuals not properly identified will not be
given admittance to the Building.
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Separation interviews must be completed by all
terminating employees.

A separation interview is to be an integral part of
the out-processing of terminating employees.
As
soon as a termination date becomes known, the manager or supervisor should complete the Profile
showing the termination reason, effective date,
eligibility for rehire, performance rating, etc.
The completed Profile should be forwarded to the
Human Resources Information Center immediately.
The actual out-processing of the employee should
occur during the final workweek.
As early as
possible in the final workweek, the terminating
employee should be directed to the Payroll Department on the 11th floor where the Out-Processing
Form (P-99) will be given to the employee.
Once
all required signatures have been obtained, the
employee will return the form to the Payroll
Department.
In no case should the employee begin
the out-processing procedure later than 9:00 a.m.
on the final workday.
is stated on the Dut-Processing Form, a separation interview must be completed in order for the
terminating employee to receive final paycheck.
It
is the supervisor's responsibility to ensure that
the employee has been thoroughly out-processed and
all required signatures have been obtained.
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Basic moving expenses and certain expenses incurred to arrange
for housing for new employees are reimburseable upon relocation.
When the promotion or transfer of an employee requires a change
of residence, these expenses will also be reimbursed. All
moves must be authorized by the Employment Department.
Those expenses related to the actual move such as van service,
family travel and lodging are included if .agreed by the Human
Resources Coordinator and the employee. The Plan's moving
company will be contacted by an Employment Department representative who wi 11 p1an the move and make the arrangements for ·the
relocation of the household goods.
Moving Expenses Authorized
1.

Transportation of normal household goods from origin to
destination.

2.

Complete packing and unpacking service.

3.

Normal appliance service cost for preparation of items to
avoid possible damage. Such items may include washers,
dryers, refrigerators, and freezers. De-servicing at destination is also authorized. Parts, installation of 220
volt current, or additional wiring is not authorized.

4.

Storage of household goods at the destination will normally
not be paid. Such storage must be authorized by a representative of the Employment Department. Unless storage is
approved by a representative of the Employment Department,
the relocating employee will be held liable for the expense.

5.

The Corporations will pay $.15 per mile on one personal
passenger vehicle for the trip from the original to the
new location. The mileage musn be listed and explained on
an Expense Report Form C-7 ( 11 /14). A "vehi cl e means a
passenger car, light truck, or light truck-camper.
11

6.

Food and lodging expenses incurred while traveling to new
area and looking for housing will be paid. Tolls and fares
for turnpikes will also be reimbursed. Non-reimburseable
items include liquor, beer, room service and personal phone
calls. A receipt for every expense incurred is necessary in
order to be reimbursed.
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Unauthorized Expenses

1.

Transportation of camping or utility trailers, boats, automobiles, pets or other animals, building materials, firewood
or frozen foods are not authorized.

2.

Special services such as mail service, drapery service, the
removal of TV antennas, disassembling or assembling of unusual items such as swimming pools or lawn equipment, pool
tables, or the moving of more that 500 pounds of shop equipment is not authorized.

The employee's shipment shall be insured at $1.25 per pound. If
additional coverage is requested above the $1.25 per pound valuation,
the cost of this additional protection shall be borne by the employee. At the time of pick up, the employee should sign the proper declaration of value on the Bill of Lading at $1.25 per pound.
After the move the employee is to complete the Relocation Questionnaire enclosed in the Moving Policy pamphlet and . return it to the
Employment Department.
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In the event an employee voluntarily leaves the employ
of Blue Cross and Blue Shield, prior to the end of the
first 365 days of employment, the employee will reimburse the Plans, a prorated amount of all employment
expenses paid, b·ased upon the number of remaining calendar days in the 365 day employment period.

AMPLIFICATION: The Plans shall pay relocation expenses as specified
in Policy Number E.13, Moving Allowance.
The employee
shall submit copies of all invoices and receipts to the
Employment Department.
Copies of these invoices shall
be attached to the Agreement Form P-2193.
The Agreement Form P-2193 concerns solely the payment
and conditions governing reimbursement of expenses
incurred by the employee for Employment Agency services and/or relocation in connection with his employby the Plans.
The Agreement Form P-2193 shall not be
construed to be a contract of employment between the
Plans and the employee.
Nevertheless, an employee
shall sign the Ag~eement Form P-2193 upon acceptance
of the employment offer.
An Employment Department
representitive shall submit an Agreement Form P-2193
with the letter extending the employment offer.
There shall be no waiver of the required signature
on the Agreement Form unless approved by the Group
Vice President and the Vice Preiident of Human Resources.
In the event the Plans deem it necessary to retain legal counsel to enforce the terms of the Agreement,
whether suit be brought or not, the employee shall
pay all costs including the attorney's fee.
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The Supervisor is to review the absenteeism records of
their employees on a monthly basis and counsel any employee
with an absence rate over 5%. The following are considered
excused absences an9--may be extracted from the absenteeism
percentage calculations:
teath in Family - 3 days
Coctor Vis~ts 2 hours
Outpatient Treatment - 1ID..lst require full day of
absence for medical treatment
Hospitalization and Recovery
Jury Duty
Subpoenaed as Witness
Military Leave
Vacation

AMPLIFICATION:

During the counsel, the Supervisor should stress the
importance of attendance and how it affects both the
Corporations and the employee. The non-exempt employee is
to be informed that absence affects the total point score on
performance review--s ( 33 1/ 3%) which could result in a lower
salc;ry increase. ·Absence· also affects the employees'
_prorrotional opportunities.
This cotmSeling session is to be docunented and a written
warning is to be issued to the employee. This warning shall
include a statement establishing a date parameter of 30 days, _
during which period. the employee must maintain an absenteeism
percentage of less than 5%. In the ever1t the employee does
not maintain an absenteeism percentage of less than 5% for
this 30-day period; this continued excessive absenteeism shall
be deemed a second offense and shall result in a 30-day
disciplinary probation. Should an absentee problem again
present itself after 90 days of the warning and/or probation,
it once more becanes a first offense. Failure to maintain an
absenteeism percentage of less than 5% during the probationary
~iod may result in the employe~ 's termination. When the
supervisor considers that termination is necessary, the
supervisor is requested to notify the Divisional Personnel
Coordinator for that division prior to taking such action. If
· after this consultation, it is agreed that there is sufficier1t
reason to warrant release · and the Department Manager has
approved such action, the case will be presented to the
-Divisional Vice President who will determine the final action.
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The employee rrrust also be informed that tardiness is added
to the atte..11.dance record at a rate of 10 tardies = 1%. For
non-exempt employees, salary will be reduced as follows:
1 - 14 minutes late
15 - 29 minutes late

No salary deduction but records
will be noted.
Record 1/4 hour late on time sheet
and salary will be deducted by
1/4 of an hour.

30 - 44 minutes late Record 1/2 hour late on time sheet
and salary will be .deducte9 by 1/2 hour.
45 - 59 minutes late

PL-1 (4/74) 2291-0474

Record 3/4 hour late on time sheet
and salary will be deducted by 3/4
of an hour.
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When the need to deviate from established policy exists, the
request will be presented in writing to the Divisional Vice
President. Final approval or rejection of the request will
be made by the Executive Staff.
The Divisional Vice President and the Human Resources Vice
President will review the request for deviation from established
policy and refer to the Executive Staff. If it is decided by
the Executive Staff that deviation from established policy is
required and the circumstances warrant, the request will be
approved.
The approved or rejected request is then forNarded to the
originator and an information copy sent to the Vice President
of the Human Resources.
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POLICY:

Membership in professional organizations which are of mutual benefit to the Corporations and the employee and which are pertinent
to the employee's specific area of business, will be provided at
the Corporations' expense when budgeted for and approved by the
Division Vice-President.

AMPLIFICATION:

Memberships are limited to appropriate full-time regular personnel
who may represent the Corporations in national and/or local professional organizations and should not exceed the average number
of rnembershi s er or anization s onsored b other m ·
Upon transfer of any emp oyee o an unre ate position, the
Corporations' future contribution toward membership will be discontinued.
The Training and Development Department will maintain a Corporate
roster of full-time memberships and the organizations to which
memberships are approved and will provide such rosters to the
Group and Division Vice-Presidents for semi-annual review. The
purpose of this report will be to assist the Division Officer in
determining whether the Company is over represented by full
memberships in such organizations.
The Accounting Department will be responsible for ma ·f ntaining
records concerning reimbursable expenses such as dues, special
fees, meals, and out-of-town travel to keep the Division Officer
abreast of expenses incurred in this manner.
Request for this type of membership must be made on Check Requisition (Form C-53), signed by the supervisor's superior and the
Division Vice-President and submitted to the Training and Development Department. Training and Development will process the request, update the roster and forward Fonn C-53 to Corporate
Accounting.
Deletions will also be furnished Training and Development as they
occur. Updated rosters should be maintained within Divisions for
referral before memberships are approved.
When other employees attend activities of these organizations as
approved guests of a paid member, the expenses or a portion of
the expenses will be reimbursed at the discretion of the Group or
Division Vice-President. Non-approved personnel may attend such
f unctions at their own expense.
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Approval authority is to be delegated to the lowest feasible
management level consistent with job responsibility.
Personnel transactions and budgeted staff increases may be
approved by the supervisor's superior in the line of
organization.
The decision making authority is delegated to the second
party in rank as follows: The Originator initiates request
and forwards it to the next level of management where the
request is received and current status of budgeted funds
and/or personnel is examined. The request is then approved
or denied.
Sample personnel transactions that may be approved by
applying this process are:
l.
2.
3.
4.
5.
6.

Transfers
Promotions
Suspension/Probation
Performance Reviews and Salary Increases within
established guidelines.
Terminations
Replace Requisitions

Distinguished employee performance reviews for exempt
personnel and related increases must be approved by the
Group Vice President. Also, salary increases exceeding
$1000 must be approved by the Group Vice President.
Requisitions for staff increases not previously approved
in the Authorized Position and Manpower Projection
Report, requisitions for new and replacement personne l
with salary ranges in excess of $30,000 and salary
increases which place an employee above $30,000 must be
approved by the President.
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Division, the Management Team is as

* Within the
appears below:
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TITLE

INCUMBENT

SIGNATURE

I.
I I.
II I.

IV.

V.

VI.

* Each Division Vice President is to send a copy of this list to management
employees with approval authority to the Manager of HRIC.
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* Within the Human Resource Division, the Management Team is as appears
below:

LEVEL

TITLE

INCUMBENT

I.

President

J. W. Herbert

I I.

Group Vice President

E. P. O'Brien

III.

Vice President/Human
Resources

E. P. O'Brien

IV.

Director
Director
Director
Director

R. E. Schumacher
Don Haney
Jesse Grover
Derald Smart

V.

Manager
Manager
Manager
Manager
Manager
Manager
Manager

Russ Anderson
Bi 11 Hussian
George Dugger
J. Ybanez
W. Alsobrook
Patrick O'Brien
0. D. Master, Jr.

VI.

Assistant
Assistant
Assistant
Assistant

Manager
Manager
Manager
Manager

SIGNATURE

Louise Mi 11 s
W. Reese
C. 0. Stuckey
P. Howell

* Each Division Vice President is to send a copy of this list of management
employees with approval authority to the Manager of HRIC.
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1

12/20/76

All requests for Facilities Management Services, with the
exception of emergency services , must be initiated on
Form B3-90 (Work Order Request).
1) All work order requests must be approved by the department
manager prior to for:Narding to Facilities Management Office
Supervisor. Work order approvals which exceed $200 will be
directed to the Division Vice President by Facilities
· Management.
2) Emergencies which create hazards or have an adverse affect
upon production will be handled in an expeditious manner
by Facilities M
..anagement upon notification by the deparbnent
manager.
A Work Order Request and an Emergency Justification Form will
be completed, approved and forwarded tq the Facilities
Management _O ffice Supervisor followir:ig completion of ·t he
emergency ·services.
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Designated exempt e.rnployees a...v-e required to sign a Conf].icts of
Interest Statement at the time of their initial e."T.ployment
and renew this statement on 211 annual basis.
Designated employees rm.1st list all relationships with the
following: (Relationships is defined as financial, work,
consulting, or contracted agreements, ·arrangements, affiliations
and interests of any kind.)
1.

Hospital, nursing homes, and other providers

2.

Health Care Organization (hosnital association,
medical societies, etc •.. )

3.

Supplier of goods or se~ces to Plans (if stock
awnership, number of shares owned directly or
indirectly mu.st be stated)
•

4.

Insurance broker or other insurance cornpariy
affiliation

5.

A

6.

Otrier

group having health insurance coverage with
the Plans

Any further situations concerning a possible conflict of
interest mu.st be reported promptly to the Plans' President.
This Conflicts of Interest Policy applies to any irrmediate
members of the family of an exempt employee a.rid to ariy
indirect, as well as, direct interest.
After attaining the proper signatures, at t11e time of
employme..rit, all statements are t o be f or...ia rded to the
Legal tepartment for review arid processing.
Renewal of the state..111ents on aI1 annual basis will be controlled
by the Legal :cepart:ment.
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10-16-75

Division Heads will be provided Wl th
) ~flexibility to reassign employees within their division, in o er to meet manpower requirem~ts without having to hire addition ~ temporary or permanent empl~ees.

~
.
An employee who is assigned to work temporar~ y in another classification higher than his/her present classific tion, for at least
'
14 days but
no longer than 90 days, will be pai~
premium differential. 1£, the temporary assignment continues beyo~d 90 days, the
Organization~ nd Compensation Department will be con~~ ted by the
borrowing depar~ ment to reevaluate the organizationals

r
rf

~~'

~

The amount of difrerential pay is determined by the table below:

TEMPORAR
\

·ion Increase
A
B
C
D
E
F
G
H
I

4

10-13-] 5

of Florida

•

\..~

PAGE_l_oF

-

C
D
E
F
G
H
I

J -

K

*Weekly
Increment

B

J

5.
6.3~\
6.80

7.45
8.10
8.85

*Figures are derived
by computing 5% of
the midpoint of employee's current salary range.

SALARY INCREASE GUIDE

~

Two Classifica
tion Increase
A
B
C
D
E
F
G
H
I

-

C
D
E
F
G
H
I
J

K

*Weekly
. Increment

~ 6.51

~r
7

0

8
~
8.89

9.52
10.43
11.34
12.39

gures are derived
· mputing 7% of
the ~point of employee
current salary rang.

If an employee is placed on a temporary
results in that employee being assigned
receive a promotion. Prevailing salary
salary adjustment to be associated with

Three Classification Increase

"'

A D_CDE F GH -

D
E
F
G
H
I
J

K

*Weekly
Incremen

8.37
9.09
9.90
10.53
11.43
12.24
13.41
14.58

*Figur es are derived
by computing 9% of
the midpoint of employee's current sal
ary range.

assignment to another position and this
permanently to that position, he/she will
administration policies will dictate the
such a promotion.

No salary adjustment will be made in instances where employees are temporarily
ass i gned to a lower classification which is in the best interest of the company.
Temporary assignment downgrades will be limited to a maximum of 90 days.
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All salary increases occurring while an employee is on temporary assignment, must be computed on the employee ' s base salary excluding the temporary increment. A supplemental memo with all the i nfonnation in the
attached sample must be completed by the home department and submitted
to the Payroll Department and a profile must be sent to HRIC reflecting
the change in base salary.
Overtime

Overtime pay will be based upon the total salary being paid to the employee
in the temporary assignment. Existing overtime policies must be followed.
Procedure
Originator
1.

2.

·. (
\

I

3.

4.

Reviews present staffing conditions and work load.
Detennines if a change in staffing i-s required and prepares
infonnation for request. (all infonnation on the attached
sample must be provided)
Initiates request for reassigning personnel from one
department to another.
Forwards request to the next higher level of management.

Next Higher Level Of Management
1.
2.
3.
4.

Receives request from originator.
Reviews request and detennines through analysis of departmental
workload whether request is justified.
Approves or rejects request and takes necessary action.
Forwards request to the next higher level of management or
rejects request with recommendations.

Next Higher Level of Management
1.
2.
3.

Reviews request
Approves or rejects request.
Forwards approved request to Payroll (all infonnation on the
attached sample must be provided).
NOTE: Authorization must be received on or before the effective
date. The effective date of the temporary assignment must be the
Monday of the beginning of a pay period.
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Temporary Assignment Completed
When the temporary assignment is completed and the employee is sent
back to his/her fonner position, a memo to that effect must be
completed by the borrowing department and submitted to the Payroll
Department. Completion of temporary assignment must correspond· to
the end of the pay period.

i
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~
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Blue Cross
Blue Shield
of Florida

Payroll Manager

TO :

DATE

Payroll

AT:

FROM:
SUBJECT:

AT :

Temporary Transfer of Employees Within Our Division
The following employees are (being placed in or removed from)
temporary assignments as indicated below:

NAME

ss

·FROM
FROM

NUMBER

cc

TO

cc

WEEKLY
SALARY

/

Divisional Approval Signature
\ __

-

TO
WEEKLY
SALARY
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RJLICT :· All persons other than current employees of the Plans will be
required to register at the Security Desk upon entering the
Corporate Facilities in Jacksonville.
AMPLIFICATION:

Employees are to advise prospective visitors of their proper
telephone extension number. A member of the Safety and Security I:epar"bnent will notify the employee of the visitor's
arrival.
All visitors will be met by the employee they are seeking.
If the visitor is to accompany the employee, they must obtain
a visitor's pass at their point of entry (Rosselle, Riverside,
May Street or loading Dock). This pass will be issued by a
member cf the Safety and Security I:epar"bnent.
Visitors who are properly registered and accompanied by the
employee will be allowed only in the break areas and cafeteria
without the authorization of the employee's supervisor. Supervisors who grant tour .privileges rrust notify Safety and Security
of the authorization.

((
"'·---

Prior notice of expected visits and/or tour privileges will expedite this procedure.

,..
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Ner.-1 Policy

All requests for the use of meeting rooms , for company business
during regular -work hours, should be submitted at least twerityfour ( 24) hours in advance. Meetings for other than company
business Im.lSt be approved by t'"le Vice Preside..T1t cf Human
Resources.

As meeting rcCinS are located throughout the building complex,
they are frequently in demand and proper sc..1-iedul.ing is essential.

A.

Confe...""'e.T"J.ce Rooms are to be utilized, with approval by
the Department Manager, if at all possible.

B.

Meeting IUOnis located on the 6th floor a.re cont:::olled
by Organization a.11d Personnel Develc~ent.

C.

·Meeting reams located on the 10th Floor are controlled
by the Tent'"l Floor Receptionist, however, these rccms
a..~ nornially rese...~ed for use by the Vice-Presidents
or their re~--.se.ntatives.

All requests for the use of meeti_ng reams for company busir1ess,
are to be submitted to the proper area, by use of Form B3-98,
"Meeting ftrrangement Notice. " Meer.ng roans are to be vacated .
at the assigned times as other meetings may be scheduled which
require t..rieir use.
All requests for refreshments and/ or special arrange.TI".errts
( such as furni t:ure set-ups , etc. ) should be made at the time
of submission of t'"le meeting ream request.
All requests fer the use of meeting rcoms , for other t'rian
· company business, must have the approval of the Vice President
of H~T.an Resources and t..he request must be made at least five
working days i..."'l advance of the scheduled meeting.
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POLICY:

Officers of the Corporations•, specif ied by the President and
Executive Staff, shall have the authority to sign f ormal
contracts for their appropriate division(s).

AMPLIFICATION:

The cost of any contract will be assigned to the appropriate
divisional budget. The dollar threshold for any contract
(goods and/or services) for which a officer may sign will be
established by the President and Executive Staff.
Any exceptions to the above policy will be established by
the President and Executive Staff.
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Child Labor (Continued)
Employers are protected form the illegal employment of any person by securing employment certificates issued by the Secretary of Labor (Federal) in accordance
with regulations established by such office, certifying that such person is above
the oppressive child labor age.
Equal Pav
The Equal Pay Amendment Act prohibits discrimination in wage rates between the
sexes fo ~ equal pay on jobs requiring equal skill, effort, responsibility, and
performed under similar working conditions.
'Differentials based on merit, quantity or quality of production, or any factor
other than sex are permitted.
Maintenance of Records
The Act prescribes such records as:
1.
2.

3.
4.

Basic Employment and Earning Recor~s
Wage Rate Tables
Work Time Tables
Additions to or Deletions from Wages Paid
0

must be maintained and preserved for a period of at least two years in "a safe
and accessible place or places of employment or at least one or more established
central record keeping offices ... "
Employees Covered by the F.L.S.A.
All non-exempt employees are covered by the Act.
Employees who meet all the requirements of the Act definitions for the following
three classifications are exempt from the 9rovisions of the Act.
1.

2.
3.

Executive
Administrative
Professional

See pages following for definitions of above three classifications.

.

The F.L .S.A. also permits the classification of outside salesmen as exempt under
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